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FOUNDED AS OFFICE EQUIPMENT DIGEST 


Check and pass on 
Treasurer | 
Controller 


Office Manager 
Purchasing Agent | 
| 


BATTERY OF MACHINES in actior, 
Check Department, Chase National 
Bank, New York. 


g OFFICE PURCHASING, 
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FILE C 


EASY TO FILE—EASY TO FIND! 


SECRETARIES, BUYERS, SHIPPING CLERKS, ACCOUNTANTS 
—EVERYONE NEEDS ONE! THE EFFICIENT CADDY IS JUST 
RIGHT FOR KEEPING CURRENT CORRESPONDENCE ON Ps 
TAP, FOR SORTING PAPERS, FILING INVOICES, SHOP A & 
TICKETS, ETC. CAN BE PULLED UP ANYWHERE IT’S cae 
NEEDED, ROLLS OUT OF THE WAY WHEN NOT IN USE. 


NATIONALLY ADVERTISED AT $14.50 £.0.8. Factory 
10% Higher West of Rockies 


All steel, finished in olive 
green, equipped with cast- 
ers. 13144” wide, 18” 
deep, 27” high. Letter 
size. Shipped 2 to car- 
ton, knockdown. Easily 


assembled. 


ZASY SWINGING 
FOLDERS 
; — 


25 sturdy red fibre folders 
with steel tops slide along 
the side rails. Folders re- 
main upright whether 
they’re empty or packed full. 
Insertable celluloid tabs; 
alphabetical inserts furn- 
ished or titles can be 


typed. 
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‘) AMBERG FILE & INDEX CO 


Filing Specialists Since 1868 
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S special 


AUDITORS’ REPORTS, FINANCIAL STATEMENTS 
AND ALL OTHER PERMANENT FACT-AND-FIGURE RECORDS 


poids Me ow 


FOR PRESIDENT OR FOR FILE BY 
CHAIRMAN OF THE BOARD _ FOR TREASURER FOR COMPTROLLER ACCOUNTANT, 


AUDITOR 
ORIGINAL COPY 


OR C.P.A. 


Original and carbon copies are all gems of the same 
beauty and dignity, identical in color and sharpness. 
And specially matched in tone and color, are typing 
impressions from Columbia Classic Typewriter Ribbons, 
superbly suited for “companion typing” with Account- 
ant’s ‘Special’ Carbon Paper. Ask your dealer or the 
Columbia sales office nearest you for prices and demon- 
stration. 


COLUMBIA 


RIBBON & CARBON MANUFACTURING CO., INC. 


Main Office & Factory: Glen Cove, L. I., N. Y. 


NEW YORK e KANSAS CITY, MO. @e CHICAGO e NASHVILLE @ MILWAU- 
KEE @ MINNEAPOLIS @ ATLANTA @ DETROIT @ PHILADELPHIA e@ PITTS- 
BURGH @ PORTLAND, ORE. @ CINCINNATI, Harris-Moers Co. 


Also: London, England; Sydney, Australia 
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DEALER 
é DISTRIBUTION 
| EXCLUSIVELY 


PRACTICAL 
AND 
EFFICIENT ENGINEERING 


SPECIALISTS 
IN STEEL OFFICE EQUIPMENT 
FOR 30 YEARS 


SUPERB DESIGN 
AND 
DEPENDABLE FINISH 


a 
V 


W..: you add up these established 
characteristics of Security Steel, you understand why 
this phrase is repeated so often — it accurately describes 
an organization which has “what it takes” in the office 
equipment field. 


SECURITY STEEL EQUIPMENT CORP * AVENEL:N ¢ Je 
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1900 — 1945 = ay 
UP TO $1,000,000 CREDIT 


WHY? 
HIGH QUALITY PRODUCTS 


THE BEST 


WE PRODUCED THE FIRST NON-GREASE CARBON 
WE PRODUCED THE FIRST SELF-INKING RIBBON 


We now give the world the wonder- ible prints, extreme manifolding and 
ful complete line of New Process cat- — wears like the proverbial IRON. This 
bon’ paper, FOUR weights and SEVEN carbon greatly helps efficiency and sim- 
finishes in EACH weight in four brands. plifies purchasing, no office should be 
This carbon gives perfect, sharp, leg- without it, 


Please osk for somples from any of the Offices below 
Kee les MANUFACTURING pit ROCHESTER 1, N. Y., U.S. A. 


Kenpes. City, Los Angeles, Rcaisville, "Memphis, Mil- - 
waukee, Minneapolis, New Orleans, New York, Omaha, ti al» 
Philadelphia, Pittsburgh, Portland (Oregon), Rochester : oe England; and* Belfast, Ireland. cee ‘Dept. 


ee ce Sat oem + & ¥ ‘S.A. Cable Address: 
Toledo, Tulsa. — Rochesterny 
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el Rock-A-Files! The only truly modern filing 


inets. More than twenty basic advantages 
t drawer type files. Rock-A-File’s exclusive 


3 revolutionary sidewise opening provides 
ORLDS, 
\NEST ler, more efficient filing in less than two-thirds 
+ +L eespace occupied by old style files. 


CAGO 


March, 1 
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TURING SIDE-FILING...GREATEST IMPROVEMENT IN 50 YEARS 


Steel Rock-A-File cabinets are finished in lustrous 


gray with handles of satin aluminum. 


Write or wire for complete details. 
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Feldco Binders are on the go... salesmen are hitting the pavements 
again... they’re using Feldco... youngsters going to school... 
they’re using Feldco .. . Ring Binders made by specialists to 
take the hard service of commercial use. . . and still main- 
tain their appearance. Binders that can take the pun- 
ishment of teen-agers and yet appeal to the college 
senior ... that’s the Feldco line . . . one Binder 
for both markets! We’ll soon be in a position 

to supply all of your needs 


FELDCO Loose Leaf CORP. wisso'sinines 


NEW YORK . 25 CENTRAL PARK WEST - PHONE CO-5-0282 « PACIFIC COAST « 788 MISSION ST, SAN FRANCISCO + PHONE DOUGLAS 8563 ' 
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FADERSHIP IN FINE WRITING MATERTATET since 18048 
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REDECORATING? 


The design of your office is important to the success of your daily business procedure. 
Paneling and wood design adds to the beauty and dignity of your office. Today, the New 


England Woodworking Company is prepared to work with you in the development of a 


: a4 
— 


cistinctive office design. We have, for many years, designed and decorated private offices, 


libraries, laboratories, and other special features for schools. offices, and public buildings. 


We manufacture specia: equipment and cabinet work from architects’ drawings 
and specifications, or we will gladly submit drawings prepared by our designers, 
We will accept projects anywhere in the United States. WRITE US TODAY! 


New England Woodworking Co. 2 
312 East 137th Street New York 54, New York 
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TO MAKE A GOOD 
IMPRESSION 


Old Town 


RIBBONS « CARBONS 
DUPLICATING SUPPLIES 


© CARBON PAPERS 

© MASTER UNITS 

© INKED RIBBONS 

© CARBON RIBBONS 

© DUPLICATING SUPPLIES 
© CARBON ROLLS 

© DUPLICATING INK 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use — 
has. PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y.. 


Sales and Service Everywhere 
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atchhetss Starts 


Its Second Half-Century 


Half a century ago Hotchkiss perfected a machine which would fasten 
papers together with staples formed from a continuous steel strip. This 
first machine, known as Model 1 is shown at the left. Many of these 
early models are still used for permanent fastening or papers. 


Hotchkiss also pioneered in producing 
a wire stapling machine. The Hotch- 
kiss Model 1A, shown at the left, was 
fitted with a positive feed for the steel 
wire staples and opened the way for 
successful mechanical stapling of pa- 
pers with wire staples. 


Since then Hotchkiss has produced 
many models which have kept Hotch- 
kiss in the forefront of every major 
improvement in stapling. 


ye Ps A \ / i | 


Model No. 1A 


The march of Hotchkiss progress up to World War II 
culminated in the line of Hotchkiss Palmfit models, 
typified by Model 101A, shown at the right. This stap- 
ler, featuring the Hotchkiss fast front loading, the quad- 
riclinch anvil and the palmfitting silhouette, has been 
well called “The world’s finest stapler.” 


Model No. I0IA 


During World War II much of Hotchkiss production was diverted to 
the armed forces. However work never ceased in the Hotchkiss en- 
gineering laboratories. New ideas, new designs and new principles 
were tested and developed. Hotchkiss dealers can rely on Hotchkiss 
to continue to produce the finest in stapling machines and staples. 


NORWALK, CONNECTICUT 


“PIONEERS IN ALL THAT'S BEST IN STAPLING” 
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© That’s an easy question. A-S-E is known the nation over 
-as the All-Steel-Equip trade-mark—a trade-mark for A-S-E 
Aurora Files—the durable, attractive line of quality files. 
Get to know A-S-E Aurora Files better. Look into their 
quality features—their many practical, serviceable advan- 
tages: 
e Smooth-action drawers 
e Improved locking mechanism 
e Rugged heavyweight construction 
e Trouble-free follower 
e Extra filing capacity—actually 
2612 inches of clear filing space 


But this is only part of the story of A-S-E Aurora Files. 
Write today for full information about these quality files 
that are backed by more than 33 years of engineering 
experience in the production of precision products. 


4 ‘a Py = ft, a : < : ® ae", 
4 ”~ — wz ¥ 
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Say, Sounyboy, WHERE KIN 1 FIND dis A 


%, 


We also manufacture 
a complete line of steel 
storage and wardrobe 


AE ALL-STEEL-EQUIP COMPANY, INC. ASE 
300 Cleveland Avenue, Aurora, Illinois 
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copy for— 


HOUSE ORGANS + —- soars 
ADVERTISEMENTS + MOVIE T 
BROADSIDES + FOLDERS + SIGNS 


ADHERES INSTANTLY 
No paste, wax or glue. Spe- 
cial adhesive back makes 
each character adhere to your 
copy instantly. 


SUPERIMPOSE LETTERS 
ON — OR 
DRAWINGS 

The preon clear transparent 
Presto-Type background en- 
ables you to set your type 
directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 
transparent backgrounds per- 
mit perfect and easy align- 
ment of characters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark backgrounds. 


DIRECTIONAL 
ARROWS—too! 
Small, medium and large 
crrows with white outlines. 


Has hundreds of uses! MAIL N 
COUPON — 
TODAY! C 
Address 


Just place the letters in position on , 
your copy—they adhere themselves | 
—and you have perfect reproduction 


ITLES 


@ Snap up your reproduction copy for offset and en — 
ings this quick, economical way. Set your own headings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimpo: on photographs or artwork and used in 
countless other ways to give you good typography and 
low-cost reproduction copy. 


ONLY 75c per sheet 
Write for descriptive folder and type chart 


Pee _ PAE ERE Oe 


ARTHUR BROWN & BRO., 
67 West 44th Street 
New York 18, N. Y 


Send me descriptive folder on Presto-type. 


OM&E 3-46 


City & State 


‘ARTHUR BROWN & BRO. 


67 


West, 44th Street - New York 18, UN Y 
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a ECLIPSE PLASTIC Sau-Dzo STREAMLINED LETTER TRAY 


Moulded from smooth, lustrously translucent white plastic, this unique “double-decker” 
letter tray is designed to resist scratching, chipping, breaking. A special feature is the 
use of only two side supports in place of the conventional four corner posts. Top tray 
swings aside to allow easier access to lower tray. Index tax slots moulded into each tray. 


F Light-weight, durable, strong. A smart accessory in any office surroundings. 


CONSULT YOUR JOBBER — or write us for prices. No. 211 — Double Tray with Chrome 
Brackets. In translucent white or black. No. 212—Single Tray in Translucent White or Black. 


ECLIPSE MOULDED PRODUCTS COMPANY 


Plastic Div. of General American Transportation Corp. 
5181 N. 32ND STREET, MILWAUKEE 9, WISCONSIN 


MANUFACTURERS OF ‘‘SAN-DURO"’ BRAND PLASTIC PRODUCTS AND PRODUCERS OF PLASTIC ITEMS CUSTOM-MOULDED 
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—there it is! 


Invincible feature that opens new and profitable 
angles to metal filing cabinet sales. Just give it a 
second thought. You'll think of lots of prospects who 
need just such a file for executive office or home use. 
Take a profitable tip from File Headquarters. There's 
more to Invincible files than appears on the surface. 


INVINCIBLE METAL FURNITURE COMPANY 


LET'S look at the file business with “x-ray eyes” and 
see if we can find something new and different. Well 


; Saye’ ¢ oi 
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The ‘concealed safe unit—the exclusive 


MANITOWOC, WISCONSIN 
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You don't have to guess about the increased effi- 
ciency you can obtain when you change to M & V 
typewriter ribbons and carbon paper. Your local 
M & V ANALYST can quickly show you how you 
will benefit three ways—!. Better Letters—2. 
Clearer Copies—3. Lower Costs. He will study 
all your typing work carefully—then give you his 


DONT GUESS/ 
DONT GAMBLE/ 


* Specialized plans will be prepored to meet local. conditions. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
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report and recommendations. He will select the 
"tight" ribbon and the "right" carbon paper for 
each basic need—giving you his reason for recom- 
mending them. Of course without any obligation 
on your part. Remember, only the M & V 
ANALYST gives you M & V Service. 
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“CHEM! * SEALEO" Min ADS 174 


5¢ EACH... 


less in quantities 


Youn know how easy writing can be when you try a MIRADO pencil. 
The Giant Pendulum test > i it the smoothest writing pencil in the world! 


The Pressure Scale ge "aac, Proves the point won’t break in normal use. 


The Mileage Meter proves e' every MIRADO makes a line over 35 miles long! 
_ And your own hand Vs will verify every claim, 
or we'll refund your money. , 
s3\ This certificate, packed in every box, guarantees it. 
You can’t lose, so why delay? 
Buy MIRADO now... today! 


== EARLE ant Seale” sONDED) 


ERNEST EAGLE offers a free sample 
.in any degree you wish to try. 


Just write us, naming this magazine 
WRITING PENCILS 


and your dealer. 
SEY 
EAGLE PENCIL COMPANY, 703 EAST 13th STREET, NEW YORK 9, N. Y. ° 
*See U. S. Pat. Off. Regs. including Nos. 51020, 315089, 317526, 343187 
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SS caccee 


.. Medium Soft 
_True Medium 
.. Medium Hard 
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EAGLE PENCIL COMPANY OF CANADA, LTD., TORONTO 
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He shares our Dame in the only Army 
won by a woo 


Ler C wile ALWAYS be a Sronticr’ fo ome the Shweta Po OMCCl” 


SIGINKING THINGS 
mosh with GUNN 


yorking plant on a metal- ~ ee 
b. And we're proud to have a corner on men 


>This Nation has just won a war of production. We started 
sto fight with obsolete factory equipment. Remember the 
battle of the machine tools? That’s where the axis took 
its first decisive defeat. That's where America won the 


y production war. 


There’s another battle ahead . . . this time, to distribute 
the peacetime goods made possible by an expanded produc- 
tion potential . . . to provide the creative and professional 
services demanded by a war-starved nation. 


This is a front-office war. And Gunn proposes, with 
the aid of its loyal dealer outlets, to provide America’s 
thinkers, creators, and doers with offices planned for 
modern efficiency —with tools adapted for modern 
accomplishment. 


New, functional offices . . . equipped with new, func- 
tional furnishings . . . these are Gunn's contribution to 


the efficiency of America’s brain workers. Details are on 
the way! 


PIONEERS IN FINE OFFICE 
APPOINTMENTS FOR OVER 
HALF A CENTURY 


Let us present Gustaf Rickson, who shares with Mrs. G R A N D 34 A fe I D Ss 


Rickson an award for 51 years of service to Gunn. 
An old-school furniture craftsman, Gustaf learned 


to use new materials and new techniques when M I Cc H I G A N 


Gunn swung over to shell casings durin 


Ban war. 
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¢ NEUTRA-TONE 


e e e Laboratory analysis showed that gray was an excellent 
color to reduce light absorption. 


e ee The Y and E” Neutra-tone soft, warm gray finish decreases 
glare and reduces noticeable finger markings. 


e@ e e Color harmony, creaied by “Y and E” Neutra-tone gray 


This ad was one of a series finish, lends a pleasing dignity to any office. 


introducing Neutra-tone gray 
early in 1940, 


YAWMANAND FRBE MFG.(O. 


1045 Jay Street, Rochester 3, N. Y. 
FOREMOST FOR MORE THAN SIXTY-FIVE YEARS 
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Page Sherlock Holmes... 
The curl ca gone/ 


4 ‘ ac] 
aS Ae y 
a 


} Just a bit of sleuthing will tell you the curl has been “done away with” 
in Longhorn Carbon—and good riddance, we say! Yes, we've proc- 
essed it in a special way to make every sheet lie flat. Makes no differ- 
ence if it’s a snapping cold day, or muggy and hot, Longhorn Carbon 
lies flat as a pancake in your desk drawer . . . rolls smoothly into your 
typewriter—and stays flat. Use the same sheet thirty times or more 
and it still won’t curl. But it will give you clean, sharp impressions, 
every time—wears like fine silk—and erasures don’t smudge. For top- 


- quality carbon paper with these exfra advantages—always ask for... 


\ AMERICAN CARBON PAPER MFG. 00, 
. ' = Offices and ‘Factory ENNIS, TEXAS ta 
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Me LOSS 
Wes G eas!” 


Carrots and peas! Was the Boss in trouble 


yesterday! Confusion everywhere! I hopped 


She 


= 


to the rescue, gave him the low-down on the 


slow-down. And he was all ears! 


1 told him decrepit staplers—clogged, bogged, 
jammed staplers—were giving him some of his 
trouble. What he needed was sPpeED Swingline 


No. 4 Staplers and precision-made Staples. 


| explained how srrrn’s engineers had solved 
every stapling problem with their Swingline 
No. 4 stapling team . . . designing the No. 4 
Stapler to load lightning-fast and work silky- 
smooth, without clogging or jamming . . . mak- 
ing the No. 4 Staples 100% rownd—100% 
uniform—for quick, sure, clean penetration. 


“Real time-savers,” the Boss agreed. “Plenty 


ss 


of SPEED is what I need 


SPEED PRODUCTs CoO., Long Island City 1, N.Y. 


SPEED Swingline 
Staples fit any 
standard stapling 
machine, 


TEAM 


“ae 


WORLD'S SPEEDIEST STAPLING 
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STRATFORD PEN CORP., 


ch, 1946 
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P DEPENDABLE PENS and PENCILS 


In theatrical jargon, you'd call the 
Stratford Regency “a hit.” And that it is! 
Stratford’s newest dependable performer 
has everything: streamlined beauty, 
smooth-writing action, and lots of good, 
sound value for a dollar. 


The Stratford Regency has a rich, wider 
band and convenient recessed clip. And 
it has a remarkable capacity for ink—a 
flick of the thumb, and it’s filled. Avail- 
able in luxurious duotones or solid 
colors. 


SALZ BUILDING, NEW YORK 1, N.Y. 


“STRATFORD” and “REGENCY”’— Reg. U.S. Pat. Off. ... DESIGN PAT. 140026 
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- FACT No. 2 FOR GREATER FILING EFFICIENCY 


RM rN: 


At Browne-Morse Research Laboratory, a test was de- 
vised to learn just exactly how much our famous File 
would “take” without “falling down on the job.” Therefore, 
one of the regular stock Files was chosen at random and 
a 66-lb. load placed in one drawer. Then the file was 
placed on the “Testing-Machine” and set into action. 


DRAWER OPENED AND CLOSED 50,000 TIMES 
During average office use, a drawer is opened and closed 
approximately 10 times per day. Therefore, test was 
equal to 5,000 work days or over 19 years of continuous 
service. Because the drawer still operated smoothly, the 
test is being continued. 


The major reasons why Browne-Morse Files operate so 
effectively (not only in tests with one file . . . but every 
file we build for you) is design and quality materials. 
Drawers slide smoothly on newly designed channels and 
extension slides equipped with eight heavy-duty, extra- 
wide rollers and two Floating Rollers, which provide 
greater bearing surface. This eliminates possibility of 
scored channels. The technically perfect combination of 
rollers insures smooth drawer action . . . free from bind- 
ing. Solid, one-piece slide is constructed from the finest 
quality material. Years of proven and tested efficiency, 
plus economy, make the Browne-Morse Files the “Best 
Buy of the Year”! 


Architects of Efficiency 
for America’s Office 


Browne-Morse 


MICHIGAN 


MUSKEGON 


SEND FOR 
Browne-Morse 


FILE FACTS 


Get the quick facts on 
Browne-Morse Steel Files — 
write for Bulletin 5000. Lists features 
and specifications plus a complete table 


of sizes. 


STEEL 
FiLes 


0 sarees sees 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
OFFICE MANAGEMENT AND EQUIPMENT 
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OFFICE EQUIPMENT 
DIGEST 


OFFICE MANAGEMENT } 


and Eguijemeria 


Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


MARCH 1946 


Volume 7 No. 3 


EDITORIAL OFFICES: 260 Fifth Avenue, New York 
City, (Tel. LExington 2-1121); Thomas Murphy, Editor; 
William de R. Taaffe, Associate Editor; Ray Pastore, 
Editorial Assistant; M. T. Weeks, Circulation Manager; 
James V. Quirk, Production Manager; Joseph Hoch- 
feld, Art Director. ADVERTISING: Hugh Ward, Man- 
ager; Fred Steinhilber, Wm. H. Hasbrouck, Jr., 
Charles B. Rosengren, Harold W. Guile. 


BOSTON 10: 212 Summer St., Room 600 (Hancock 
5390), A. C. Kretschmar. 


CHICAGO 2: 189 W. Madison St. (State 2912), John 


M. Smythe, Tom Bulger, Helen Barkley, Thomas 
R. Brady 


LOS ANGELES 14: 857 S. San Pedro (Trinity 2324), 
Josephine L. Fisher. 


SAN FRANCISCO 16: 267 Teresita Blvd. (Elkridge 
2897), Alexander Rattray. 
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R. Wright. 
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Copyright 1946 by Andrew Geyer, Inc., all rights 
reserved. Also publisher of Geyer's Topics, Who 
Makes It & Where, The Gift & Art Buyer, Sports Age. 
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_and National Business Papers Association 
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Published monthly by 
ANDREW GEYER, INC. 
260 FIFTH AVENUE, NEW YORK 1 


M. A. Geyer, President: James E. Neary, 
First Vice-President: Donald McAllister, 
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tor, and Hugh Ward, Advertising Manager. 


Too Much Specialization? 


% THE GIRL who does the letters is so important a part of 
the office organization that she can well serve as a symbol of 
the office itself. But she is also a symbol of job specialization, 
and there are many signs that job specialization is being 
carried too far for the good of the office. 

The day of the jack of all trades passed away years ago so 
far as the office is concerned, but in our long swing away from 
a state of affairs where every clerk was expected to know 
practically every phase of office routine, have we not reached 
the point where jobs are so rigorously defined and limited that 
the work of the office is being hampered? The stenographer’s 
specialty is the taking of dictation and the typing of letters 
and to keep her properly busy at her specialty a great many 
unnecessary letters tend to get dictated and typed. Acknowl- 
edgements are acknowledged and matters that could be 
handled in a paragraph flow over to a second page, and no one 
gets alarmed so long as the girl is kept busy at the duties of 
her job classification. 

And so it goes for other jobs which have nothing like sten- 
ography’s excuse for being specialties! 


27 


oo. 4 : ae 2S ae eee 2) ai, ie ne ee = Zak i ae ae co 
pe a ag < 3 ee a aaa a ae ae oe i ae Se er eS ‘ + aay “s eS 
m ‘ ¥ 
i 
ae yu et, i “ a pis Mi 25; om 
4 a = rae ce - a ¢ Ba , baud 3 
E a ae — : = : 
fa Ae ae —_— c . ey 
a Se = + Fee: ees 
+ a | a 4 5 we 
, ae SR a : ar .= i 
Path : a oe. oe ae “i 
ie i ee ec es 
es 2 be peas a. s ._ 
- me. jabs ~ e -§ : he) “ : 
oa glia 7 6 7 
ae bik a > ‘ ss F 
so ee : of eee 05 P 
t ; ge Set am > i ioe 
! ‘ — oo 
‘ ¥ ae. < ‘ ° : : ao 
sass ee z et * = 4 ie g i 
sid 7m ee: <b ; re le. g 
ee “i ll : . ne 
t =. e i a | oa ed 2 y 
| ‘ ait * ; of ae eed bal 
ge i, 4 ce ee ae 
.~ 3a _ oe oe Helis as 
PO 4 oo - ‘ 
an . ee! a - : 
= ’ % es eee 
3 oe Pe ie 
pe ~ om < eo ed 
A wa ‘ae 
B . ad es wee 4 
; r P ol 25 eee Ge ‘3 
, pare i nit 
Pe | uli salina 
™ ; 
—— 
—_—_———_—————— . - 
; 4 
ry , 
Be 
a 
ARS 
a -¢ oo ee es a, ay — (en ae oe sane ees 2 ee ie wipe : 
i ae ae : ee ee i 2 a aa OD aie =P oes [eo aa re eee 


~ LOOSE-LEAF FAMIL 


aes 


— 


COLUMNAR FORMS 


Right now is the time for you to take advantage of our supply of Columnar 
Forms. They are designed for big, small and medium business with rulings 
and sizings to fit every purpose. 


Featured are the following: 


7200 line size 11 x 17 8 to 36 col. white or buff 
8200 line size914 x 1178 2 to 20 col. white or buff 
2400 line size 11x14 6 to 24 col. white or buff 
2209 line size 714 x 103g 2to 4col. white only 


Made from sturdy, rag-content paper, they have a remarkably fine writing 
and erasing surface. Call for Boorum & Pease Forms—a sure way to 
insure greater efficiency. 


VISIT YOUR BOORUM & PEASE STATIONER TODAY! 


Manufacturers of 
Loose-Leaf Covers and Forms 


FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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ow Chase 


ells Meaning 


Of Jobs 


By Grace Buckley 


DRAMATIC pictorial sequences that hit the 
igh spots of numerous important bank activities 
re featured in The Chase, bi-monthly publication 
f the Chase National Bank of the City of New 
ork, to enable each employee in its personnel of 
ix thousand to visualize the significance of his 
ork and its relation to other operations contrib- 
ting to some outstanding phase of the bank’s 
rvices. 

The sequences, which are planned by the editors 
t regular staff meetings, have already included 
‘Stock Transfer,” one of the major activities of 
ihe trust department in its separate building at 
11 Broad St.; ‘““Money and its Handling,” “After 
Dark at Chase,” “Communications,” including 
he wire department, tube system, messengers and 


8:30 A.M. delivery of shares at Clearing House 


: 


OFFICE MANAGEMENT AND EQUIPMENT 


"The Chase" empha- 

sizes personalities as well as 
job activities. This issue featured 50th 
anniversary of August H. Tiemeyer, of Chase staff 


page girls and boys; and “Credit.” Other opera- 
tions will be similarly highlighted as the series 
continues. 


These features have a broad educational value. 
Permitting visual study of the various steps in- 
volved in different procedures, they are helpful 
in familiarizing new employees with bank opera- 
tions. In this connection they supplement a spe- 
cial manual, “You and the Chase,” introduced 
this year to acquaint new employees with person- 
nel policies, methods, and behavior suggestions. 


The picture sequences also emphasize vividly the 
importance of speed and efficiency in operations 
contributing to banking services that must be 
timed to daily schedules. Visualizing the func- 
tions preceding and following the employee’s own 
task, they make the advantages of smooth coopera- 
tion obvious. 


Emphasis given to personalities as well as ac- 
tivities adds to the appeal of the action sequences. 
Their planning is left largely to the initiative of 
the expert staff photographer. Visiting the de- 
partment to be included, he observes the perform- 
ance of key operations and secures dramatic shots 
of individuals and groups carrying them out. The 
informal, spontaneous character of the shots and 
the natural expression that the photographer cap- 
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Another episode from picture story of Stock Transfer: 
Inside Clearing House 


tures through his friendly contacts have much to 
do with the excellence of each pictorial series. So 
much interest is aroused by his visits in quest of 
pictures that the issue of The Chase containing 
the feature is eagerly awaited. Associates and 
friends of employees pictured in it share in the 
study and discussion of the sequence, so that its 
informative value is widespread. 

This enthusiasm naturally is often communi- 
cated to families of employees who are photo- 
graphed, sometimes influencing younger members 
graduating from high school to enter the banking 
field. For more effectively than words, these pic- 
tures convey the message that this bank does not 
allow its employees to become cogs in a system 
but affords every encouragement for their devel- 
opment through training, educational, and recre- 
ational programs. 

The picturing of department heads and key em- 
ployees in the sequences proves helpful to many 
new employees with a good memory for faces, in 
making contacts in their work. 

A brief introduction opens each sequence, sug- 
gesting the characteristics of the particular serv- 
ice. Typically effective were the several para- 
graphs preceding the stock transfer sequence, 
centered against a page of pictures featuring “two 
views of one job for one client; a mailing of pros- 
pectuses and stock subscription warrants.” 

The introductory paragraphs explain: “Parti- 
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cipation in corporate ownership is evidenced } 
a stock certificate. The vast ebb and flow of 
porate ownership, resulting from purchase g 
sale of shares through the security exchang 
creates a series of gigantic and complex ope 
tions. 

“At Chase, several hundred people devote the 
time and talents to the issuance of registration , 
shares, payment of dividends and the multifo 
related requirements of our corporate clients 
list of which would fill a substantial section of 
Blue Book of the nation’s industrial and con 
mercial leaders. 


“This highly specialized work calls for spee 
and accuracy, interest and devotion to duty to 
high degree. That the staff of Stock Transf. 
traditionally has these qualities is manifest by th 
surest measure of long range business ees i 
ance-customer satisfaction.” 

More than thirty shots on the following page 
dramatize the high spots of this service, includin 
many procedures in stock issue, stock bookkeeping 
addressing and dividend disbursing, and sto 
registration departments. 

' Pictures include the delivery to the bank b 
messenger and by registered mail of stock certi 
ficates. Many sorting, filing, typing, and postin 
operations are necessary before new certificate 
can be issued and finally signed. Modern mz 
chines with which employees address several mil Ano 
lion envelopes yearly are included in one shotja Th 
Other action pictures show the stenciling of namegnd pé 
and addresses of stockholders on dividend sheetgvhase 
and the filling in of amounts. plo 


"After Dark" — 


“After Dark at Chase,” a sequence featured il - 
another issue of The Chase, presents the drama 0 age i 
night staff activities. Office operations play a, ¢p, 
important role in this sequence, for a busy nigh 
shift is esssential for this bank, handling a daily, 
average of 500,000 checks, and a total 0 
150,000,000 a year. 

Inclusion of widely different phases of banking 
activities in the sequences gives employees a bet} Th 
ter understanding of the interlocking services oftribu 
the bank and promotes friendly cooperatiomtures 
throughout the organization. This over-all pic#bers 
ture of activities sometimes interests employeeqscio 
in preparing for specialized fields of banking. |thus 

Many Chase employees attend evening classé acti 
at the American Institute of Banking and other 
educational institutions in New York. An in4Witl 
centive for attaining high marks is provided b and 
a plan whereby the Chase National Bank refunds size 
the entire cost of tuition to employees completing is 2 
one or more courses with a grade of A; 75 per and 
cent of tuition costs to those making a grade of Bj? 
and 50 percent for a grade of C. inf 
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The camera story of Stock Transfer at Chase takes up work of addressing division 


During the war years the editors went to their 
files for pictures that proved a valuable means of 
keeping the bank personnel in touch with its mem- 
bers in the services, who on their return are again 
mployees included in the shots are featured being photographed for its pages. 
whenever possible in these two-page sequences 
showing operations in a particular branch. This 
ndded emphasis on personalities proves an advan- 
age in the branch shots, for they enable employees 
n the main offices or other branches to ask for 
department heads or other key employees by name 
as they make telephone contacts. This personaliza- 
ion also furthers acquaintance. 


Human element 


The human interest element is strong through- 
out The Chase, with candid camera shots of brides, 
children of employees, vacationists, club officers, 
winners of sports events, and members of the 
bank personnel in all the other roles that are a 
part of zestful living. 


Branch sequences Another step in story of Stock Tranfer: Posting of control books 
These branch sequences make a valuable con- 


sjsizes the importance of the individual. A reporter 
ing| 8 assigned to each department of the main office 
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Maybe some day he can use his home phone for dictation 
without interruption! 


% HOW would you like to be able to phone your 
office at any hour of the day or night and dictate 
a letter or memo regardless of whether your secre- 
tary is at her desk, out to lunch, or at home sound 
asleep in bed? 

In connection with the recent licensing of 
Steiner A. G., Switzerland’s largest radio corpora- 
tion, for manufacture and sale of Armour 
magnetic wire sound recorders in Switzerland, is 
the revelation that Steiner A. G. is already licensed 
by the Swiss government for the production of 
equipment to record telephone conversation. Tech- 
nical developments have been completed and ¢ 
number of recorders have actually been sold for 
dictation by telephone from remote points. 


Under this method, a hurried businessman may 
call his office at any time of the day or night and, 


Dictation 
by 
Telephone? 


by sounding a supersonic signal into the mout 
piece of the telephone can start a magnetic sound 
recorder at the other end. Any dictation or mes. 
sages thus recorded may be left on the wire for 
transcription by a secretary or stenographer ata 
convenient time. ' 

Similarly, a secretary may read the morning’s 
mail into the recorder and when the executive de. 
sires, he may call his office and, by sounding the 
supersonic signal, may have the recorder automat- 
ically play back the recorded letters and messages 
contained thereon. 

Business and home uses of this application ° 
wire recording are expected to gain populari | 


when production of Armour magnetic wire sou. 


recorders becomes more widespread. 
(Turn to page 62) 


Unusual treatment of salesmen's desks at New York showrooms of Cohn Hall Marx Co. 
upholstery division. 


Alfons Bach, architect t 


OFFICE MANAGEMENT AND EQUIPMENT 


“ 


a fae ae js a Free oe Ce a fe ee 
Bee ald —- a OF i ae eae _ ae Sg j 
. = a. A a «ein ad a ee ae” ee 
ane 
sity 
> 
Rca Am 
“a: a oeuiaiel z - — 
< — Lo am enaees 
oc a 1) ee h f a | 
gee ~~ A ae r =f 
oe a e. — = 
al ea a | as ‘a > ia y 2 ; Asx 
ae fos a. 0 ae ae 
ae en ee |) 
ae: ca = ie: / ea 
° ae: ner ry ~ 
a 3 i" i - 
eee a 
Pica i. 
© ag 
i ae a 7 \\ 
oa = bh z ’ % © 
Wart a . 
= eS : / < 
P.O a a = i 
ae Fay oan mat 
a Cc were 
a A . 
ae ee wee . . — 
ae a | 
Me 
5 f 
se F 
= 
E. a J 
Rode 
: ae I 
4 t 
ao 
: on ” r 
ae as a =: _——= Sw sett 
be iii ‘Sa ; x a a a 
ony : . oa S See ae anot 
i. wee ie a. tg a Meee 
: ee eis a Di eee. ae essa 
Ls . — hauls Sone a E Be ame : 
_ i ‘ oe: ; ae see 
os —- . ae — <a It n 
- ee a . 2 ae t veal 
cas, . ° = x Y R eg ee > 3 Sa 2) 
pa. . Pe re gal Bh ie aa oe 
« wll — 5 ~" _ ae ee ba ont 
oe ae ens iy ah 4 - ay ci ss ee os ake 5 
Dh ene ia me x” j atiee) a na’ «< ee a 
e ae i at , Pen pas 
z — g stil 
ae a oo - ee 
an E ; —— a ee ee lie): le cee et 
3 e _ es Fe i a fea ee set 
oan \ omg oo . - ie | e% <a \ 4. 
ct eee. eed ae ‘Ss bites | mf 4 ¥ 
Ea y ieee am ge: ie . aartine — ‘3 Py — Wa ; A. 
pial 2 i ay Se — =— =_ : a ee — rs 
iene, a ad -_< = = ~ ; 
Be be fs ra — ae , 
ees : > aa a oF a ft —— inc 
ae es , : ae Bice Sh tgs blag Y= . | ya ti 
Beg a SS eee ae a. x. 
a. me eae Ee *. Be a | 
Be :  — ae ci ed a ame a 
cd a : ¥ : ey tae. “dena i Le. ae 
me! in — i ~ 3 & ee ad a 254 woe eee” ee 
; ee : “i a a ee ee % le a age ee <i pe 
2 ~~ wa a ee - ae ee ‘ 
4 F * 4 2 , ae i , rie Se ge ae Bee” . 
‘ ie oe : fer ie : si, pn A 
ee ne es eo” 7h ee £ ee AP Bian " . ak oe aioe eh 
ee ? “4 
- it 
z 32 March io) 
ae a gee 7 aaa ue ea fe a Bt oe Se (Me ae Pi. ee oo 
eo ~ oe — ee he » Zi = S— a a Ra 


“Costly time of high paid men is spent in conceiving them. .. ." 


Standards for Business Forms 


By George W. Peak* 


t Staff Member, Griffenhagen & Associates, Consultants in Managemen}. 


t 
% Every nook and cranny of business operations 
is permeated with the use of forms of one kind or 
another. They are frequently referred to as nec- 
essary evils, such is the wide use accorded them. 
It must be admitted, however, that forms can be 
' real time and money savers, and it might be said 
that the “evils” arise from their misuse. 
Forms are expensive. Costly time of high paid 
men is spent in conceiving them; further time and 
materials are consumed in designing them; and 
still other time and materials are expended in re- 


SUGGESTED STANDARDS 


A. As to Identification of Form: 


1. Choose shortest possible form name that is 
indicative of the purpose of the form; at the same 
time, avoid ambiguity. 

2. Place form name in a conspicuous spot on 


a 


*The author is indebted to his colleague, Charles R. 
Simmons, for certain suggestions as to the standards in- 
cluded in the check list. Needless to say, the author takes 
full responsibility for any errors of fact or judgment. 


March, 1946 


Chicago, New York, Washington, Boston 


producing them. In most cases, however, these 
expenses pale into insignificance when compared 
to the time spent in using them. For these rea- 
sons, it pays to give careful attention all along 
the line to those points that can be watched to 
avoid form “evils.” 

A convenient device to have when business 
forms are given attention is a check list that will 
serve to indicate what might be termed standard 
practice with respect to a number of different fea- 
tures of forms. Here is a list of this kind. 


RELATING TO FORMS 


the form, usually in upper left in order to reserve 
upper right space for filing reference data. 

3. Make certain that form indicates its pur- 
pose. 

4. Place company name or organization unit 
name on form in close proximity to form name. 

5. Give each form a form number; since num- 
ber usually becomes the frame of reference, place 
it in a conspicuous spot, preferably right above 
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the form name. ssh print the number in large 
characters. ' 
6. Place date of. fateat, revision on each form, 


preferably in abbreviated form (8/2/45) and in - 


lower left corner. ; 
7. Indicate quantity of form blanks repro- 


duced by appropriate ‘symbol or code in lower left 


corner. 

8. Print “Original” on the face of the form if 
it is the original copy, “Duplicate” if it is the sec- 
ond copy, etc. 

9. Number pages of form having more than 
one page, and place page number in upper right 
corner; indicate on each page the total number of 
pages (thus: 1 of 4). 

10. Provide for execution signature or signa- 
tures in lower right corner of last page of form 
unless there are compelling reasons to the con- 
trary. 


B. As to Filing Reference Data on Form: 

1. Provide spaces for entry of all filing refer- 
ence data in upper right corner. 

2. Provide space for entry, of date on each 
form. 

3. Place date space, ‘where possible, in upper 
right in close proximity to filing reference data. 


C. As to Arrangement within Body of Form: 

1. If form is to be used to take information 
from or pass information to another form, provide 
for same sequence of items. 

2. If form is to be used to take information 
from two or more other forms, provide sequence 


Many "evils" in misuse of forms can be avoided by care in form planning. 


of items to allow all information to be posted f 
first form, then from second form, and so on, 

3. Use box style wherever possible to conse 
space and improve legibility. 

4. Provide a reference number or letter 
each space to be filled in, and where columns 
used, for each column, and where appropriate, 
each line of the columnar space. 

5. Provide for checking lines or boxes wh 
writing can be saved. 

6. Place boxes for checking optional items 
front of the respective items to which they appa 

7. Align spaces for tabular material on rig 
hand side, thus: 


Not this: But this: Or this: 
er Age.... ....Age 
Height Height... . _. Height 
i a id Sex.... :...Sex 
Weight .... Weight.... .. Weight 


8. Where possible, allow exact spacing 
quired for information to be entered on form #m 
prevent use of unnecessary words in filling in tm 
form. B: 

9. If form is to be sent from one person to 
other, provide proper spaces for “to” and “from: 

10. Avoid unnecessary horizontal ruling o 
forms. 

11. For forms to be filled in by typewriter, p 
vide horizontal spaces in tenths of inches an/ 
vertical spaces in sixths of inches; for forms to 
filled in by hand, provide larger spaces; for fo 
to be filled in by special office equipment, provid 
spaces required by such equipment. 

(Turn to page 50) 
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Modern atmosphere and inviting color of reception room of rayon department in Du Pont New York 
offices make pleasing first impression on employment applicants 


Efficient Employment Technique 
at Dupont Rayon Department 


By Vivian Kent 


% METHODS of interviewing that insure the 
selection of employees possessing congenial per- 
sonality and the ability to work with small groups 
of associates, as well as requisite technical skills 
help to keep turnover low and morale high in the 
many small offices into which the rayon depart- 
ment of E. I. duPont de Nemours & Co., in the 
Empire States Building, New York, is broken 
down. Agreeable personality is especially neces- 
sary for this personnel, whose members, since the 
offices are a sales organization, frequently contact 
customers in person or by telephone. 

In determining the most valuable employees for 
clerical, stenographic, and secretarial positions, 
M. F. Ball, office manager of the New York Rayon 
Division, finds informal, unhurried interviews pre- 
ferable to formal tests of skills, since many appli- 
cants with real ability and desirable personality 
are apt to become so nervous when required to 
take formal tests in unaccustomed surroundings 
that they fail to qualify. Risk of losing worth- 
while workers through unfavorable emotional re- 
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action leads Mr. Ball to avoid testing except in 
rare instances. : 

Exceptions are made occasionally as, for ex- 
ample, an applicant for a secretarial position may 
not have used her shorthand recently and may not 
know her approximate speed. If she is otherwise 
acceptable for the position, a practical test is 
sometimes desirable to determine this one ques- 
tion; in these cases, the necessity for the test is 
explained and the applicant is asked if she has any 
objections. When the matter is presented in this 
way, the candidate is usually quite willing to take 
the test and is not upset. 

Such a test consists of the dictation of an actual 
letter by the individual for whom the secretary 
will work; since shorthand speed varies so greatly 
with different types of material that the only ac- 
curate basis for testing, in Mr. Ball’s opinion, is 
an actual sample of the work to be done. ; 

Applicants for jobs in the department, where 
about seventy-five office workers are employed,’ 
are first interviewed by Miss Edith B. Todd, Mr. 
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Ball’s secretary, who previously specialized in 
personnel, and those fitted for the job are then 
interviewed by Mr. Ball. 

Ordinarily candidates are asked to fill out ap- 
plication forms before they are interviewed. It is 
felt that, with the application before him, the in- 
terviewer associates the candidate and the entire 
interview with the application form, and, upon 
referring to the form later, is able to remember 
details about the individual and the talk more 
clearly than is possible if the form is not filled out 
until later. This is especially valuable when no 
position is immediately available and the applica- 
tion is to go into the reference file. Also in some 
cases, the way the form is filled out indicates 
characteristics of the applicant; for instance, if he 
fails to answer many of the questions on the form 
and answers others only partly, it is fair to as- 
sume that he will not work out too well in a job 
consisting mostly of detail and requiring absolute 
accuracy and completeness. 


Putting them at ease 


If the prospective employees are nervous and 
tense, an attempt is made to put them at ease by 
general friendly conversation. Informal discus- 
sions of previous employment, reasons why they 
liked or disliked the work they have done, their 
aims in a job, outside interests, and other topics 


are found to be more helpful than depending , 
the application form alone. Although the foy 
‘page 8x10 form is very complete and in additi, 
to listing previous positions, gives one whole pag 
over to space for describing fully but briefly pog 
tions which can be considered outstanding, wit 
the comment that “our ability to judge you 
pends upon the completeness with which you fy 
nish this information,” applicants are neverth 
less asked to talk about their work. 


Better information 


In this way more complete information is elic 
ited, as often applicants think of “general clerica} 
or “general secretarial” work as involving j 
the duties they have had, whereas the same jo 
title may include entirely different duties and re 
sponsibilities in different organizations. Also the 
manner in which applicants describe previous! 
positions proves valuable in revealing personality, 
interest in work, and general intelligence and 
background. If a prospective employee cannot 
tell what her duties were on a job she has had for! 
some time or how her work fitted into the organ- 
ization picture, one questions her interest in her 
work or her ability to “catch on” and use her head. 

Hobbies or interests, while in school if the ap- 
plicant is a recent graduate, or outside of working 

(Turn to page 54) 


Another view of Du Pont reception room. Wall panels feature exhibits illustrating processes in 
manufacture from raw material to finished product 


OFFICE MANAGEMENT AND EQUIPMENT 


<a | ae eo ren et eae fee eo ge ‘s Sa ay i an 
ae oe a —_—_— ae . ae 
pee ee. pes i ae ki “| Sees a eee > is Ae eee ae 
Bas Stee 2) a igs er ee ae ek ae ee ae e . . a 
_. S calll +o, hi on en = ee “| - F . . 
| il Nice 
Aly 
re 
a 
Hae: 
a! 
ae 
ee 
Dey 
a 
av 
é | 
Ate 
re 
3 ee 
Paes 
ves 
te 
a 
on 
= 
oe 
1 ae 
hes, 
ee 
ies, ao a ia i i i - Ry * e aii 
= . OR Se Ey: TRE se ee , 4 Axed es 
i Be - ? pias COs We eee “ xn ? 
ome a he gb See OTRAS She a ee ti, eee ba ‘ i oi 
ie a i si ge ners Lee 2 > eae eee eee p a8 
a8 Bie ee fy i 7, peed eee cS ‘ “ a ad ‘ — 
ag tis ie a f ; pads WE Se i ae ee 
a : ‘a a + q i ‘ae pat * els ee po cea 
ue : v4 Se. ae a “A TE Gag 2 gO gales May ee — 
ie “eae ‘a Gone, et ; ead : Sass Pena ee tae 7 ol te Ps 
oe = ee : cai Se a cee bee 5: Sree eB Med kay Ape ie ety P 
a : ee <= i. ies Nee ae : 5 el ae oN FR a SN ae 
iy tee A aes poepue : ena eS gee ie : , 
= re ; ee —_— aT eT en . | 
- Lae ional oe ND oe ee) os 
— e pe 9 * Be n- a>. aa d ! att as: a 
ae met he ae % = G ae — ee ee an re ee, eee SS 
ce. 2 ——> 7 " af .. = reas 5 ‘ ie. ae eee ; 
oe : , er :., & i ih Ree kes ah ae 4 
att | 4 ag es o : 5 te - . Rie Se i a ‘hee Jae x 
ey te = i eae ie ? ne Sete 2 ca 
his — a a ‘ : “ 4 i eee a 
oe — ae ‘e : eer 55 5% = =f Sine oka eA Te tee ‘ag 
cee ete te J Loe Oe 4 e . ‘ f ' ‘ aR a ¥ ees s 
ee & Re eee te “4 mee po : ane ; : 
eR ; \ eo “ ‘ e J d i > a or  Soceaas ae 
& a x — Nee i ae ; ‘4 . em € 5g qe a ae = ae 
Rep ; ee a ee a 4 Se 7 Fy : ma ne ‘a Bs itt ema i ge A ‘ 
“ee eo fae ee a. Sr ys . & 3 * i Spee ee ce mete 
Bh a i a one 4 ms : ~.- 2 , fe ee |S ee: 
aoa — eo: ¥ i Ny Ee , eu wt 7 Sa ae cee es Se per! ; 
Ee _—  «* ae fy a aa Bea ee ony ie ee ae 
rac 3 ¥ ee outa” a . Be #2 a: a eee: es. 25% ae > ; 
ae Se a + Oe “32; 5 nn * ; _ —_ “or cc 4a eee = ey: ye - 
ae ok a 8 ; oe ae, er ae Eh i a ae 
ae m ee eee Ge ge a Se aie iz UR AERA ia, ; 
Api it ie —-, i Ree fil Py BS a = ees waa SS see Se 
eae Beet RE Co | i re OS) an Pe ae he 5. ee oS ee wi Bee te ae 
eae be ‘ oa —— i . a Ce iis . (IRS Pa 
ee tear ; ie ae sa q i a ae ; az alti ce oe Pe je Q 
= ee i ko ae rm.’ os ean _ ee Prac =\ + — + eae 
os ae 4. ‘ ae eS ee te te Fee eee : ace: 2 - Sa ee he Pia rT 
fig je a pet foe a a my | lls: aa P 
pe io. 8 ay : ee ea Geum ‘oem | ieee : SR rs ce 4 
eae oe, ee ae Be Bey oe —ss ll ee aS 
Ea ee ce 2 es a j ¥4 & ees ae, a 
Bee ks Re ole Beek = si an aS ee -_ aon : Se ee) i or - 
ae (a te an ia a : Ri)  weeee Saas s) 
pene p. = (ee a oe i Aes : asics ee nae ee eee 2 2 
te sy a: ; je 9 1: Se > ae & er po ogee a 
ce tes ei ie ee ee cee > ee oe 
zi 5 Me ‘ ee ame y ise Ne iia) e “Gj eae i bem 
oy a i Woo ‘ were) Bs ag Be = 
; * os “an a eee ey a eee we ce i ie 
es an ec! ae See sy eae Sage Se 
: ae ‘a re ages 3. BO 3 : oe Suen §: 
ee aoe I Ue eee, Pe eee ag a, : ee 
eee reat: gees. 0 ; es 1 ee ge ag an ee a 
i a ag ae ' f Bes - 4 ae oie tae 5 
: | ee ae A a ae oe as . ky, ee ; ai : ee 
es et ar | we ce ee oe 
eae a ae a = ¢ ~ Fae i ee a pees ae 
ee 3 a ae ee <a ae eae, a s Sic. ey 
ee a ae ea 1 a ‘ ‘ ‘ ee Oo Se ee a 
oe oi : a4 ha, eee . + ae be rae a, 
i a. : . he ue ‘ 2 a eae bee " 
2 ieee me - = ae oe i ; — a) -* eas ‘ 
an i eat he ire: a ae : 7h Be i Ss ea Re ete mee Oe “3 ‘y 
ee ae Dee? Racal Lo a eer hs - / ia a i ee a 
aaa 
ae: 
oe 
as 
aa 36 eC March, 1946 
fee, eee " 
a aa i . i reget: ee 
te 4 ‘ - oe are ag Ri Ea A. ae = . 
he . eee ; > a \ Epes Rie wae | “= aie ee 
ede ea ee. 3 oe hid eae 7 ice) am a i Pee 8 
ae! Pemees =) S my. > a ee FG hci: in ior bg «fa S.A 


ality, 

and 
unnot 
d for! 
gan, 
1 her 
head. 
@ ap- 
‘king 


Office Life in the Gay Nineties 


What offices looked like in the gas-lit era. Three rare views 

from an old prospectus of New York's long-established 

Packard School. Above: This was captioned "“Amanuensis 
at work" 
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Business office, complete with telephone 


Few offices had a battery of typewriters as large as this, 
assembled in Packard's typewriting room 
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Ready for desk work... 


An Office with Versatility 


By Cheney Archer 


% FOR Harry Gould, president of the Aldine 
Paper Co., New York, an executive who uses his 
office not only for his daily business but for many 
conferences concerned with the philanthropic and 
civic enterprises with which he is prominently 
identified, Morris Lapidus, A.I.A., has recently 
created an office which is serving very well for 
the dual purpose to which Mr. Gould puts it. 


Dual purpose 

In a room approximately 18 by 20 feet it has 
been found possible to combine the material re- 
quirements for a busy executive’s own daily work 
as well as for the conferences and meetings re- 
quired both by his business and his outside inter- 
ests, with the transformation from one to the 
other of the room’s dual phases effected in a matter 
of seconds. 

The result has been achieved primarily by the 
design of a combination desk and conference 
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table, all in one piece, of fine grained mahogany. 
The desk top, circular in shape, has a sliding end 
which slips easily over set-in file baskets, at a 
moment’s notice. A stenographer’s slide can quick- 
ly be pushed in flush with the desk edge. 

Specially built cabinets with hidden doors line 
the walls close at hand, having appropriately sized 
spaces to contain the telephones, dictating ma- 
chine, and drawers for estimates and other needed 
materials. 


Conversation couch 

At the other end of the room from the desk, a 
“conversation couch” is placed between sleek cab- 
inets which conceal telephones, radio, and water- 
cooler. Air-conditioning and heating units are 
also out of sight behind cabinet doors which form 
attractive panels along the entire back of the 
room, definitely a part of its decorative scheme, as 
is a built-in bar, unseen until needed. 
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. +» or for conference 


With its toning of greens ranging from the 
heavy draperies to be drawn at night or on a dull 
day to the pale green of the leather couch and 
chairs, the room has an air of spaciousness. The 
“packaged” compartments which create this illu- 
sion extend even to the windows themselves, 
which are in fact pivoted louvres of glass which 
diffuse the light and hide unglamorous views seen 
through the ordinary windows they conceal. 


Built-out table 
in repose 
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Everything about the office is built for efficiency 
and to eliminate confusion and clutter. When di- 
rectors meet not a paper need be in sight; the top 
of the desk presents a clean, stark look. By a 
turn of his swivel chair Mr. Gould faces away 
from his desk and is at once in position to preside 
at the head of the long directors’ table. 

Truly an office of real practicality and dis- 
tinction! 
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Half through the job of taking a year's accumulation of dust, grime, and insects 
out of an office lighting fixture 


Wasting the Light You Pay For 


By F. |. Wilson 
F. W. Wakefield Brass Co., Vermilion, Ohio 


% EVEN a sloppy housekeeper, whether home, 
office or industrial, accepts the necessity of clean- 
ing windows periodically, simply because “you 
can’t see as well if they’re dirty.” The same ap- 
plies to the glasses that ride upon so many noses. 
A mirror doesn’t stay dirty too long, because 
someone will object to the dim reflection, and 
swab it off. Floors are vacuumed, swept, or 
mopped as regular routine. Even toilet tinge is 
unfashionable. Add a dozen items in your own 
thinking of objects that are cleaned regularly. 

But among the horrible exceptions are, usually, 
office lighting fixtures. Cloudy lighting fixtures 
can’t give the light that you pay for. They cut 
down light to the point of discomfort and are too 
frequently the cause of eye strain. 

Neglect and consequent waste of money and 
human assets are due to the fact that soot and dirt 
accumulate so subtly that we don’t realize the 
loss of light until something jars our conscious- 
ness. We may have made a mental note to clean 
the dirt and bugs out of the fixtures, but because 
this necessitates doing something outside the reg- 
ular routine, the wasted dollars continue to fly 
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out through the electric meter. 

This much can be said for the old carbon-arc 
lights which many of today’s generation have 
never seen. They were cleaned regularly because 
the lamp maintenance man had to take them down 
daily in order to insert fresh carbons, or all would 
be black by night. Of course, no one nowadays 
would want to emulate the Gay Nineties light-ten- 
der in his everyday chore, but his regularity in 
cleaning is something we should copy. 

Lighting equipment manufacturers, are con- 
scious of the need for soap, water, and elbow 
grease as part of a completely satisfactory light- 
ing program. Some fixtures have been designed, 
in theory, so that the bugs and dirt would tobog- 
gan out. Actually, however, the “static attrac- 
tion” of such surfaces for dirt makes the fixture 
a magnet for all the dust in the neighborhood. 

The science of lighting has gone far, but as yet 
no maker of fixtures has devised one that is self- 
cleaning. Therefore, easier cleaning and cleaning 
on a regular schedule are needed, and are being 
demanded more and more by those responsible for 
lighting investment and maintenance. 
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PURCHASE ORDER The Courier-Journal ei M 7770 
THE LOUISVILLE TIMES . 
RADIO STATION WHAS 
LIBERTY AT THIRD, LOUISVILLE 2, KY. Date_ 
PLEASE MAIL 
Invoi Purchasin: 
" a vf Ee ne Oe 
°o 


ment. 
Our order number must appear 


Bs 


packages. 


Please deliver to RECEIVING DEPT. and charge to our account the following at prices indicated, or not in excess of price on 


your invoice, delivery ticket 


<< er eutede Courier-Journal and Louisville Times Ca, Ine. 
When A t Quantity Rec'd Re 

Terms Ordered by. Date of Inv. . Purchasing Agent 

For. Del’d to. Date 


! last purchase of same article. 
1 


Efficient order blank 


te OUR purchase order blank is a complete record 
in itself. 

The white copy or original goes to the company 
supplying the merchandise. 

A yellow copy is kept in our live order file, and 
followed up by the invoice clerk until the ship- 
ment is received. Then the invoice clerk posts the 
price of the merchandise on the yellow copy, and 
this is then posted on our price file, and the yellow 
copy filed away numerically. When reordering, 
we can go to the price file and get the price last 
paid. 

A pink copy along with a blue copy is sent to 
our receiving department, and there filed until the 
shipment is received. Then the receiving clerk 
sends both the pink and blue copies with the ship- 
ment to the person or department ordering the 
goods, for a signature. The pink copy is then sent 
to the invoice clerk, and used as an accounting 
ticket placed on the front of the invoice. The blue 
copy is kept by the receiving clerk in his files, so 
that if any question arises as to who signed for the 
shipment, he has this information. The receiving 


Useful quadruplicate form 


These Ideas Have Worked Well 


Office Management & Equipment will pay $5 for each suggestion accepted for publication 


clerk keeps the blue orders filed by days. 

On the front of the pink copy at the top in the 
middle of the order, is code number, amount, and 
account. Our departments use code numbers, so 
this would be an example of how this is used: 
“Code No. 411-27 Amount $2.20.” If an account 
is to be used, it would be done this way: “Amount 
$2.20. Account Composing Room.” 


Cart J. WEIKEL, Purchasing Department, Courier-Journal 
& Louisville Times Co., Louisville, Ky. 


“Last collection" warning 


% “Last Collection of Mail Has Been Made.” 

Red cards on which this message is printed in 
black are left in the desk baskets for outgoing 
mail, into which they fit, by messengers making 
the final afternoon collection in the office. 

This system proves valuable in eliminating de- 
lay through the carry-over of late outgoing mail 
left on desks. The conspicuous notices in the 
baskets remind secretaries who may be out of the 
office when the last collection is made that further 
letters require outside mailing. 


Hersert B. Rots, 
Continental Casualty Co., New York. 


1946 OFFICE MANAGEMENT AND EQUIPMENT 41 


. : id Ks e i a 2 ae Se ae e 7 a5 b 7 
ee 

rc 
e 
e 
n 
Ss 
. 
ee 
y Pe | 
a 
; 
be z my : a - ae i i “aw 
a a is a er el at oe ot ee ae : ee 


Photos by Ewing Galloway, N. Y. 
How does your office file complex technical data? 


A SCIENTIFIC filing system and index guide 
that makes all memoranda relating to the Engi- 
neering Department of Conmar Products Corpora- 
tion, Newark, N. J., instantly accessible has 
greatly furthered efficient functioning since it was 
devised by Miss Mamie Price Penn three years 
ago to fill an urgent need. 

It is naturally of the utmost importance that all 
the data of this department concerning many 
different kinds of equipment, machines, materials, 
methods, and policies should be available at a 
moment’s notice. For it is in this department that 
all the company’s machines are designed and per- 
fected, then turned over to Production for use in 
the manufacture of zippers. Design and develop- 
ment of intricate mechanisms, naturally highly 
confidential, are carried out in this department 
and the standards for materials used in the 
fabrication of the final product are set by the 
Engineering Department. Its memoranda are sent 
to many different departments to which they are 
essential, especially to Purchasing, Production, 
and Sales. 

Before the present system was worked out, the 
data of the department was filed in the way that 
seemed most logical, memos being classified 
according to their content, sometimes by the name 
of a company, a material, a process, or some simi- 


Useful 
Filing System 
and 


Index Guide 


By Alice Cambridge 


lar head. Owing to the natural quirks of memory, 
an executive seeking facts that were instantly 
required, might fail to recall the firm name asso- 
ciated with the desired item or other significant 
details insuring prompt location,in the files. An 
infallible guide to classification was lacking. 

In working out a solution for this problem, Miss 
Penn made a careful study of the department’s 
data to determine the logical classifications that 
would conform most closely to the train of thought 
natural to engineers and other technical men. To 
ascertain this latter factor, she sought the opin- 
ions and reactions of the department’s executives. 

This analysis suggested that engineers almost 
invariably thought of memoranda, whether in 
relation to equipment, materials, methods, or what 
not, in terms of the operations or processes with 
which they were associated. 

Consequently Miss Penn decided that the 
greater part of the engineering department’s data 
would most logically be coordinated under the 
general head of Operations. Remaining memo- 
randa, her study showed, consisted largely of 
information relating to company policy and more 
confidential material, which might be classified 
under a single general head, Administration. 

Operations was defined for purposes of filing 
as including all equipment, machines, materials 
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used or intended for the performance of the opera- 
tion, if not more properly handled under Adminis- 
tration. 

A correspondence filing index that follows this 
natural detailed breakdown alphabetically lists all 
classifications and sub-classifications under Oper- 
ations. The index includes a similar alphabetical 
listing of heads and subheads, representing a 
logical breakdown under Administration. An in- 
troductory statement indicates the two main 
groups and defines them, thus making it easy for 
any new employee to make use of the system. 


Constantly improved 

The file is constantly being improved and ex- 
panded, as new operations, materials, machines, 
and so on demand fresh classifications. As mate- 
rial becomes voluminous under general or sub- 
heads, a further breakdown is promptly made to 
facilitate rapid location of data. “Plating,” for 
example, is one of the three sub-classifications un- 
der “Finishing.” As memoranda under this lat- 
ter subhead become bulky, it is broken down into 
convenient sub-sub-classifications relating to plat- 
ing component parts, i.e., “Sliders,” “Pulls,” 
“Stops,” ete. 


Memos which have to do with outside company 
contacts are numerous in the Operations and 
Administration groups. To facilitate easy loca- 
tion, such memos—and only these—are card-in- 
dexed under company names. 


Gives clear picture 


This filing system is not only effective in co-. 


ordinating all material under proper headings so 


that it is instantly available but also through its © 


detailed breakdown of all phases of operations it 
performs a valuable function in providing a clear 
picture of plant activities and so fosters apprecia- 
tion of the organization’s accomplishment. For 
in filing memoranda by this system it is necessary 
to think about the content and its relation to 
Operations or Administration. Consequently the 
file gains decided educational value for new em- 
ployees. 

Supplementing these drawer files a desk copy 
of all memos supplied by the engineering depart- 
ment is arranged in numerical sequence in post 
binders, each holding 500 memos. This has proved 
of value for quick reference and reduces the time 
usually spent in re-filing inactive material when 
withdrawn for reference. 


A filing system based on a detailed breakdown of all phases of operation can 
give an office a valuable all-over picture of plant activities 
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% A METHOD of installing fire-safe Fiberglas 
materials in the treatment of ceilings to achieve 
sound reduction and a decorative effect has been 
pioneered in the offices of John Hand & Sons, Inc., 
New York. 

Here the ceilings are of conventional concrete 
and plaster construction, with through beams and 
exposed pipes and conduits, of the type found in 
many large office and loft buildings. Fiberglas 
materials employed are considered applicable to 
various types of ceiling construction. 

In preparing ceilings similar to those in the 
Hand offices for the installation of the Fiberglas 
materials, sprinkler heads are lowered and wood 


frames are installed from which to hang the light-. 


containing metal boxes. 

Two-by-four anchor rails are affixed to the walls 
at least 8 inches below the existing ceiling, one on 
each long side of the room. Nails on 12-inch cen- 
ters, driven part way into the tops of these anchor 
rails, support Fiberglas cord stretched back and 
forth across the room, on which is supported a 
Fiberglas sound-absorbing blanket. Below this is 
stretched pleated decorative Fiberglas fabric 
which, when in place, is pulled taut by turning 
screws into the anchor rail. Finish molding be- 
low the anchorage completes the installation. 

The load the Fiberglas sound-absorbing blanket 
imposes on the Fiberglas cord is so small as to be 
negligible. Because glass fibers will not absorb 


Fiberglas in 
New Ceiling 
Application 


By Andrew Duane 


Ceiling of one of the John Hand & Sons 
offices, with the Fiberglas materials in- 
stalled. Window draperies are also 
Fiberglas. 


moisture, the Fiberglas cord is not affected by 
humidity changes. There is, therefore, nothing to 
cause the cord to shrink, stretch, or sag. This also 
holds for the fabric. 

The Fiberglas blanket, cord, and fabric are 
completely incombustible. All wood used in the 
installation is treated for fire-resistance. The 
fabric can be vacuum-cleaned, or superficial dirt 
can be wiped off with a damp cloth. If necessary, 
the fabric can be taken down, dry-cleaned, and 
re-installed. 


Microphotography Used by Government 

% THERE is probably no greater user of micro- 
photography than the Federal Government. The 
process is used by the Treasury Department in 
filming checks of all types and descriptions. Per- 
sonnel records and records including applications 
and other forms are microphotographed in pro- 
fusion by a growing number of agencies. 

The largest personnel center in the country, the 
United States Civil Service Commission, has 
adopted microphotography for certain of its rec- 
ords. 

The Social Security Board has made micre 
photography an integral part of its giganticfied 
ganization for social welfare, even.ening sa.’ 
to make duplicate microSlmer purposes of filing 
vation of some of its mostit, machines, materials 
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ABOVE: 

THE ANSWER TO THE STENOGRAPHER'S PRAYER, a 
new carbon paper container, which permits easy access to 
the paper. It will soon be released by the Underwood 
Corp., | Park Ave., New York. This container, distinguished 
by a magnified key-top reproduced in bright color, holds 
100 sheets of carbon paper and features a single-sheet re- 
lease. A sliding tray arrangement does away with opening 
and closing the box and the inside folder. The single-sheet 
release does away with thumbing, sorting, rearranging, and 
the smudged fingers. A separate storage space protects 
the partly used carbon paper returned to the container for 
future use. Designed by Frank Gianninoto, New York in- 
dustrial designer. 


RIGHT: 


berton, Ohio. 


ABOVE: 

THE GIRLS WILL THANK YOU, if you get a sup- 
ply of Star Skin Cleaner. Not only does it remove 
stains and dirt easily, but it leaves their hands soft 
and smooth, and does not remove their nail enamel in 
the process. Contains no acid, and has the clean 
scent of New England pines. Attractively packed in 
one-pound glass jars. From the F. S. Webster Co., 
| Amherst St., Cambridge 42, Mass. 


ON GUARD. This young lady avoids snags in her 
stockings by using the new Sunruco desk and chair 
guards and the rubber desk shoes prevent damage 
to the floors. The desk shoes are made in round and 
square designs and in eight sizes. The desk guards 
are made in curved and angled styles. Three differ- 
ent ‘types of chair guards are available for arms, 
edges, and backs. From the Sun Rubber Co., Bar- 


NEW THINGS 


in the NEWS 


BELOW: 

THE DOUBLE DECKER WRITING SET, just introduced by the 
Union Pencil Co., Inc., 385 Broadway, New York. The self-filling 
gold-plated fountain pen with an iridium-tipped point has a stream- 
lined mechanical lead pencil at its other end. With the handy 
unbreakable memo pad the Double Decker writing set is very 
attractive. Available in walnut and assorted colors. Every set 
comes with a printed guarantee coupon. 
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LEFT: 


A "NEW CARBON PACKAGE 


LEFT: 
A GIANT REPLICA of the new Eversharp repeater pen displayed 


BELOW: 
ROTA 
Co., Har 
file can 
ce. 


Larry Robbins, vice-president and general sales manager of Eversham} moves © 

Inc. This is the pen which has aroused so much curiosity since it was fim} easy re™ 

announced last year. Limited quantities of this pen will be in the hand! high by 

of dealers early next month but production will be stepped up and wilh (34% * _ 

reach capacity in the fall. The new pen writes smoothly - is self-blot.! large v2! 
t 


ting, rolling the ink on dry. It will write for from 6 months to 3 year, 
without refilling. It reloads cleanly and a cartridge change takes onk 
15 seconds. You can change color by changing cartridges. It will. no} 
leak at any altitude for the ink will not come out even when the pen ; 
shaken. I+ will write on any material, even writing dry under water, |j 
permits from 6 to 8 carbon copies at one time. Production plans fo 
5,000,000 pens in two models. One made of pyrolin with a gold-filled 
cap to retail for $15. A gold-filled repeater retractible pen, which will be 
available later in the year, will retail for $25. The company spent more 
than $2,000,000 in acquiring the ‘magic sphere’ patent rights from ths 
Argentine Biro Pen in 1945 and is developing the instrument, it announces, 
It was designed by Raymond Loewy, noted industrial designer. 


with an effective eraser shield. 
Hindle & Gibson, 116 Duane St., 
New York 7, present this new 
package in which the carbon 
sheets are tipped in the folder at 
the top and may be torn out as 
needed as in an ordinary pad of 


each hundred 


BELOW: 


NEW DRAFTING TOOL, the S & J quadrangle from the 
Stewart-Jackson Instrument Co., A. G. Bartlett Bldg., Los 
Angeles 14. Made of plastic, it combines many drafting 
features not usually available in one instrument: angles up 
to 90 degrees, pitch scales from 0 to 24/12, percentage 
slopes up to 100 percent, sine or cosine functions and 
tangents. Has eight drawing edges, is rectangular in shape, 
and may be used as a triangle. Body and arm of instru- 
ment blank so that most-used cut-out symbols and measur- 
‘ing scale may be added. Overall size, 4x I! inches. 


paper. The shield comes with 
sheets of carbon 
paper. Complete information 
from the company. 


aI the new circulators are its custom-built motor, extra large to pro- 
4 vide ample reserve power; chrome-plated motor housing, giving 


See | 


ABOVE: 


FRESHEN THE AIR IN YOUR OFFICE. The Fresh'nd-Aire Co.. 
221 North La Salle St., Chicago, has announced its 1946 line of 
circulators, six models to meet home, commercial and industrial 
air-circulation requirements. The low stand swivels to become a 
wall mounting. By adding the sub-base and telescopic tubing it be- 
comes an attractive high stand model, like the one shown, which 
adjusts from window to ceiling heights. Outstanding features of 


complete protection for both motor and speed control and de- 
signed to keep a steady flow of air circulating around the motor 
at all times; visual speed control, showing at a glance the speed 
' used; sturdy safety guard which provides complete protection, and 
a propeller molded of fteather-weight plastic. 
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BELOW: 

ROTARY RECORD FILE from the Herring-Hall-Marvin Safe 
Co., Hamilton, Ohio. A quarter of the 2,000 cards in this rotary 
fle can be removed at one time. Easily moved from place to 
layed by} place. Separator fins divide cards into groups. Touch of hand 
‘versharp moves cord into reading position. No punch holes to prevent 
was fins} easy removal. In three sizes: 5x 8-inch card size, 1734 inches 
he hand high by 103% inches wide by 1754 inches deep; for 3 x 5 card, 
and wilh (3% x 7 3/16 x 135%: for 4x 6 card, 15% x 8 3/16 x 15%. A 
self-blot.! |yrge variety of stock forms is also available. 
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ABOVE: 

A SCIENTIFIC MOISTENER, always wet, and sanitary. 
Called the Glaswik, this new moistener has a 100 percent 
spunglass wick which draws water from the well. Capillary 
action spreads the water evenly and effectively through- 
out the wick. E. W. Pike & Co., Elizabeth, N. J., the manu- 
facturers, say Glaswik is always wet to the proper degree, 
and will give perfect service indefinitely. Because it is made 
of inorganic matter, it will not corrode or decay, nor be- 
come foul smelling. It can be easily washed with water. 
Glaswik is compactly encased in a clear flint jar. 
BELOW: 


FOR THE MODERN OFFICE. The Gits luminous switch plates 
shown here are molded in a new luminous plastic material that 
surpasses the light retention value of the material previously used 
to make them, according to the company. Only a few minutes of 
exposure to either artificial light or daylight will cause these switch 
plates to emit a blue-white glow in the dark for seven or eight hours. 
When used in combination with Gits Protect-O-shields, added pro- 
tection is given the walls and wallpaper surrounding the plates, 
thereby eliminating finger marks and soil. Complete information 
can be had by writing direct to the manufacturer, the Gits Molding 
Corp., 4600 West Huron St., Chicago. 
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ABOVE: 

EVERY DESK NEEDS A GOOD DIP PEN SET. This 
attractive set has a Lucite base, and a Jumbo dip 
pen. The inkwell is a self-closing one. Only three 
parts make up the simple mechanism. This set has 
a streamlined design and the company says that it is 
durable and dependable. It enables the user to keep 
his desk free from unsightly inkspots. There are four 
models, with prices ranging from $2 retail up. From 
Almac Plastics, Inc., 230 Fifth Ave., New York. 
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LEFT: 


DESIGNED TO SPEED Apeco photocopying by telling yo 
instantly the type of copy to make from any original, an 
to give you the correct exposure at the same time. Thi 
instantaneous-exposure computing device, made by th 
American Photocopy Equipment Co., 2849 North Clark $ 
Chicago 14, is simple to use, and should facilitate photo. 
copying operation even when handled by unskilled offic, 
help. This slide, now being distributed to owners of Apec 
photocopy equipment. is made of varnished cardboard, and 
measures approximately six inches long and three inche 
wide. The cardboerd holds a movable chart whose figure; 
appear through slots on the front face of the rule. Exposure 
time i sgiven for five types of reproduction, from positive 
and from reflex, reverse, alternate, and readable negative, 
These exposures apply to documents ranging all the way 
from original tracings on very thin paper to newsapers, pho. 
tographs, and blueprints. 


LEFT: 
A NEW PORTABLE FILE—the all-steel file Caddy, made by the 
Amberg File & Index Co., Kanakee, Ill. Small, and compact, it is 


equipped with casters which make it easy to pull up anywhere and 
rolled out of the way when notin use. The desk-side Caddy is 
just right for sorting papers, filing correspondence and invoices. 
It is letter size, 13'/4 inches wide, by 18 inches deep, and 27 inches 
high. Finished in olive green enamel. Twenty-five sturdy, red 
fibre folders with steel tops swing from and slide along two side 
rails. The folders do not touch the bottom, and are always upright 
whether empty or packed fhil. The tabs are of insertable celluloid. 
Alphabetical inserts are furnished or titles can be typed and in- 


serted. 


RIGHT: 


OFFER TO PURCHASE. This is a master sheet de- 
signed to handle all essential information during the 
“offer-to-purchase" period of a real estate or mort- 
gage transaction. It is part of the new system which 
the Addressograph-Multigraph Corp., 
Ohio, is presenting to take care of the vastly in- 
creased volume of business which is soon to come in 
the real estate and building fields. 
a mortgage review form were devised by a New York 
bank to avoid the repetitive typing that has been 
needed in such transactions. 
can be filled in by hand and using it as a guide the 
information is typed on a Systemat master. The Sys- 
temat master can be corrected with an eraser and 
is clean and easy to handle. Afterwards copies can 
be made on a Multigraph duplicating machine. The 
copies are fade-proof. Any variation of this system 


can be devised and any ber of copies can be ends ~~ paaal 
made. BROKER 

PURCHASER 

COMMENT 

ON TERMS 

REMARKS 
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Pte: 
Layout: 
Neighborbood: 
HISTORY Date of a 
Dee of Regeiiion: , 
Wises: s 
Book — s 
8 y s 
Dollar at Acquisition : 
Total Cost to Date: s 
Operating Net to Date: s 
Semmes} 
Cleveland, Ratio of Selling Price vo Asonsed V aloe 5 
ANALYSIS a 
5 Ps : (average year) 
This form and —_. * 
Operating Expenses ee | 
Available for lat. and Amort. 
eee = Amornzatioa ( —— 
. . to Purchaser Ls 
A work sheet like this 
‘COMMENT ON 


NEGOTIATED 
vv 


OFFER OF Price s (Gaie) (Les) oe Book Valec u = . 
PURCHASE Cash *® &—____ 
MM Tem 
Interest 
Commuanos 
oo Sake $A mrrization 
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To determine the practices in offices today in 
permitting personal telephone calls, personal office 
visits, the receiving of personal mail, and solicita- 
tion of funds for gifts to supervisors and for base- 
ball pools, chance books, and fund drives, a survey 
was conducted at a recent monthly meeting of the 
Office Management Association of Chicago. Fifty- 
three companies participated, employing almost 
34,000 office workers. A summary of the results 
follows: 


Personal telephone calls 

Incoming Calls: 

No company reported that personal incoming 
calls were not permitted. In 84% of the offices, 
incoming personal calls are permitted at all times; 
in 6% of the offices such calls are permitted for 
emergency purposes only. The remaining 10% 


“We're collecting only five dollars from each of the clerks” 


E 
' 
‘ 


OFFICE MANAGEMENT AND EQUIPMENT 


“Just dropped in to kill an hour between trains” 


“Ill Call You From The Office” 


Chicago surveys policies on personal calls and other office privileges 


of the offices take such calls for their employees. 
Several offices attempt to discourage such calls. 
Outgoing Calls: 

It was found that only 10% of the offices have 
pay stations for use of employees in making out- 
going calls. Three-fourths of the offices permit 
outgoing calls at all times; 13% in cases of emer- 
gency only; the remainder have no definite policy. 
Charging for Outgoing Calls: 

Three-fifths of the offices permit the free use 
of telephones; one-fifth charge for personal calls; 
the remainder use pay stations. One company 
with 9 office workers permits two free calls per 
week for each employee and charges 214c for each 
call over that number. 


Personal visits in working hours 
A small number, 5%, do not permit personal 
office visits; 10% permit such visits in cases of 
emergency only; 55% permit such visits but dis- 
courage the practice; and in 30% of the offices 
such visits are permitted without restrictions. 


Delivery of personal mail 
Almost every office permitted the delivery of 
personal mail. In only 7% of the offices was this 
not permitted. 


Solicitation of funds 
For gifts and expressions of sympathy to em- 
ployees: 
Practically every office, 95%, permitted the so- 
licitation of funds for this purpose. In only 5% 
of the offices was this denied. (Turn to next page) 
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(From preceding page) 

Gifts to supervisors: 

Three-fifths of the offices permitted solicitation 
and two-fifths do not. 

Financial aid to employees: 

The offices were equally divided; one-half per- 
mitted solicitation for this purpose and one-half 
did not. 

Pools, such as baseball, football, etc.: 

Two-thirds prohibited having pools and one- 
third permitted them. 

Community Fund and American Red Cross Fund 
Drives: 

The solicitation of funds for these drives was 
permitted in 95% of the offices. In 5% of the 
offices solicitation was not permitted. 


Standards For 


12. Arrange forms that are to be filled in by 
typewriter so as to allow maximum efficiency in 
the use of tabular stops and vertical ratchet move- 
ments. 

13. Provide for cross-totals to check accuracy 
of computations where data consists of numbers 
to be entered in columnar or tabular fashion. 

14. Provide for use of window envelopes, 
where possible, if form is to be mailed. 

15. Use space “layout” sheets in designing 
forms to save time and effort. 

16. Consult actual users of form for suggested 
improvements, additional requirements, and pos- 
sible elimination before “freezing” the design. 


D. As to Instructions for Use of Form: 

1. If form is used by a large number of persons 
and infrequently by some of them, or is used to 
convey instructions to outsiders, print instructions 
on form (use front of form where space is avail- 
able; otherwise use back of form). 


2. If form is used frequently by the same per- 
sons, especially where all space is needed for en- 
tries on form, print instructions separately, pre- 
ferably as a part of the procedure manual or the 
form manual. 

8. Print long instructions in columns instead 
of clear across the page. 


E. As to Form Dimensions, Borders, Edges, Bind- 
ings, and Backs: 


1. Limit dimensions to sizes that will fit the 
usual office machines and filing equipment, prefer- 
ably to 814 by 11 inches or multiples thereof. 

2. Provide for dimensions that can be folded 
conveniently for envelopes, if form is to be mailed 
or transmitted over considerable distances. 


(From page 34) 


Other funds for social agencies: 


In contrast with the last mentioned practice, 
two-fifths of the offices prohibited the solicitation 
of funds for purposes other than the Community 
Fund and the American Red Cross. In three 
fifths of the offices solicitation was permitted. 

Variations in the replies were general and 
neither the number of employees nor the type of 
business appear to have any significance on the 
practice or policy, as indicated by the answers 
given to the questions asked in this interesting 
survey. 
Chance books: 

In 71% of the offices solicitation was not per- 
mitted. 


Business Forms 


3. Use form border, since, contrary to what it 
would seem, this usually gives more horizontal 
space, the typist using all the space inside the 
border line and not allowing extra, unneeded 
margin. 

4. Wherever possible except for the smaller 
sizes, arrange forms so that the shortest side feeds 
into the typewriter. 

5. Use continuous-feed forms where practic- 
able to save typewriter insertions. 

6. Avoid small forms having perforations on 
one or more edges where this increases difficulty 
in filing. 

7. Leave appropriate margins to allow for the 
holding of the form by the reproducing equip- 
ment. 

8. Where form is to be bound, leave appropri- 
ate margin at left side, top, or bottom. 

9. Leave 1/3 inch margin or more at bottom of 
form to prevent slipping in typewriter. 

10. Provide for binding of blank forms in 
convenient size book where they must be carried 
around and filled in away from an office. - 

11. Use pre-inserted, one-time carbon forms 
where labor is important part of operation in fill- 
ing in large numbers of forms. 

12. Utilize back of form instead of second sheet 
if legibility can be retained or if checking from 
one sheet to the other is not involved. 

13. Print head to head where back of form is 
utilized and form is to be bound at left; print head 
to foot where form is to be bound at top or bottom. 


F. As to Paper Stock for Form: 

1. Reproduce on weight that is most econom- 
ical: 13 Ib.—where 5 or more copies are needed; 
16 lb.—where 1-4 copies are needed; 20 lb.—for 
letterhead forms sent to customers; 24 lb.—for 
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Control__ 


THE GREATEST POUR OUT 
EVER CONCEIVED! 


Only SKRIP comes in the bottle with the Flow-Control 
Pour-Out that can't spatter, splash, squirt or drip! And Per- 
manent SKRIP can be depended on for lasting legibility—per- 
manency that endures as long as the paper it's on! Try SKRIP— 
successor to ink. Everyone in the office will prefer its free-flow- 
ing—quick drying; its acid and sediment free qualities that keep 
pens writing better; its Flow-Control Pour-Out that safeguards 
against ruined papers—soiled fingers. Try SKRIP once—you'll 
use it always! 


W. A. SHEAFFER PEN CO., 
Fort Madison, lowa 


SHEAFFER'S | 
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STAR PERFORMANCE 


Typists who take pride in their work thrill 
to the new Codo CLEARTEX. The fine tex- 
ture fabric, high ink concentration and ex- 
tra length make possible a consistent excell- 
ence that brings compliments. 


Codo SUPER-TREATED, SUPER KOTE and 
KEEN RITE are all headliners in giving car- 
bon copy satisfaction. They give clean, 
sharp impressions for that extra number of 
copies. Five year guarantee against de- 
terioration. 


The famous patented “Carbon 
‘Gripper” backing sheet in every 
box of Codo Super-Treated, Super 
Kote and Keen Rite. 


: Chic vP cee York 


Factory: Coraopolis, Pa. 


| department store field has been appointed resident district 
| manager of the New York metropolitan area, and he will be 


|formerly manager of Macy’s bank, and former assistant 


ledgers; 28 lb.—for legal documents; tiss 
where many copies are needed. 

2. Reproduce on paper with appropriate weg 
ing quality: 


Years Kept Type 
1-3 75° Sulphite & 25% rag 
4-6 100° Sulphite 
7-10 Half and half 


Over 10 100% Rag 
3. Reproduce on colored paper in cases wha 
colors aid in distinguishing among different forg 
or different copies of same form. 


G. As to Reproduction of Blank Copies of For 

1. Reproduce by least expensive method th 
gives adequate quality. 

2. Order in economical quantities taking meth 
od of reproduction into account. . 

3. Use “gang’’ method of offset reproductiag 
where feasible. This can decrease unit costs @ 
forms by as much as 75% of the unit costs reachell 
under other methods (“gang” method makes 
of dividing large plate into several forms). 

4. Limit reproductions from stencils to smal 
numbers of copies of a form. 

5. Limit use of small offset printing maching 
to reproduction of not more than 5,000 copies of @ 
form; average should be about 1,500 copies. 

6. Use letterpress reproduction where exact 
registration on copies of forms is necessary ; bind 
n “packs” for typing. 


H. As to Form Control: 

1. Centralize responsibility for form design] 
and control. | 

2. Cut out non-essential forms and non-essen- 
tial copies of essential forms. 

3. Do not require entry of any unnecessary 
data on form. 

4. Use multiple-purpose forms, where there is 
no loss in clarity. 

5. Take advantage of possibility of execution 
of one or more related forms or parts of forms in 
one operation (example: payroll check, employee 
earnings statement, payoll tax return, employee 
ledger card, and cash disbursement journal). 

6. Have forms pre-numbered by printer where 
control over use of each copy is essential. 

7. Set up adequate control over pre-numbered 
forms. 


. 


Opens Offices in Empire State Bldg. 
J. Allen Harlan, president of the Ohmer Corp., Dayton, 
Ohio, manufacturers of cash registers, has announced the 
opening of company offices on the 90th floor of the Empire 
State Bldg. 
L. J. Weatherall a specialist in business systems in the 


in charge of this New York office. Mr. Weatherall was 


comptroller of R. H. Macy, Inc. 
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*The inability to find what you have filed. 


The pre-war installation pictured here is 
that of a well-known midwestern man- 
ufacturer who bought them together— 
G/W Steel Files and Safeguard Filing 
System. The saving effected has repaid 
the original investment many times. 


1 eee 


(TS AMAZING 
HOW EASY FILING 
ANO FINDING 
CAN BE! 


-osts of 
reached 


Get Your 
G/W PACKAGED “SAFEGUARD” FILING OUTFITS 


Designed for immediate installation in any letter size FRE E Co py 


ere 1s 
file of 1, 2, 3, or 4 drawers, the Safeguard Outfit offers a Globe-Wernicke’s 
‘ution prompt, effective cure for “‘Find-i-tis*”’. ** Find-i-tis*” Booklet— 
ms in Everything needed—guides, folders, ‘ 
Jloyee instructions—comes in one handy pack- You'll laugh and learn the 
loyee age. For larger or special requirements, easy way 
ask your G/W dealer to make asurvey. to file! 
eal Packed with 


priceless infor- 
mation—yet 
amusingly 
written and 
illustrated. 
Makes filing easy, quick, accurate. 
FREE at your G/W dealer, or write 
The Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio. ‘‘Headquarters 
for Modern Office Engineering.” 


G/W FAMOUS FEATHER-TOUCH FILING CABINETS 


yered | Smooth, easy operation, even when filled to capacity ... and 
lasting, dependable service . . . are the result of quality mate- 
tials, fine craftsmanship, superb engineering. No wonder 
G/W’s precision-built Steel Filing Cabinets have always been 
ayton, | first choice of discerning buyers! 
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THE HOME OF QUALITY PARK ENVELOPES 


* 


FACTS avo FANCIES 


By McGillicudy 


The other day | was called into the big front 
office, and on the way in started wondering 
what | had done (or hadn’‘t done) now. “Listen, 
Mac,” he said, “either you are a pretty darn 
good salesman (which | doubt) or general con- 
ditions are such that we're getting swamped 
with orders around here.” 


“Well, | have been working pretty hard," | said, 
taking a 50c cigar from the box on his desk, “and 
1 do think I'm entitled to a slight increase in sal—" 
“Put that cigar back," he interrupted, handing me 
@ 6c Ropo from his pocket, “and we'll just forget 
what you were going to say.” 


“What | want you to do,” he continued, “is just 
talk Quality Park, keep people interested in us 
so when they think of quality envelopes they 
think of Quality Park, and don’t try to bring in 
any big orders until this paper situation eases 
up a bit which | hope will be soon.” 


“But wait," | seid, “how about eur old faithful 
customers? We can't just refuse to..." “Tut, tut,” 
he interrupted, steering me to the door, “we always 
take care of our old customers to the best of our 
ability. You know that. We're making a whale of 
a lot of envelopes and we're seeing that all our 
dealers are getting a fair share. You just do as | 
say.” And | was out in the hall. 


So that’s my job—all | have to do is not ask for 
big orders, talk Quality Park, emphasize the 
idea that when you think of quality envelopes, 
just think of Quality Park, and say that we're 
doing the best we can and that more envelopes 
will be available soon, we hope. Well, what 
more can | say? 


Yes .. . Quality Park envelopes are 
sold through dealers only. 


General Office and Factory — 
564 W. Monroe Street 


Quality Pork 
St. Paul 4, Minnesota Chicago 6, Illinois 


ENVELOPE COMPANY, 
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Employment Technique 
(From page 36) 


hours, are brought up, as often those who are} 
terested in and find time for outside activities 
more alert and show greater initiative on a job, 

Jobs are described to candidates frankly and 
accurately as possible with no attempt to glamqmmm 
ize them—any job can be made to sound glamqim 
ous, but these interviewers feel that there is dg 
ger of disillusionment if this is done, to the uf 
mate disadvantage of the company. Employemm 
must be happy on their jobs if they are to do wal 
and the job must provide enough challenge @ 
them. Sometimes a person who could probabil 
do a job easily and well is not taken because it Wm 
felt she would expect too much from the job anim 


hope for too fast advancement; another penal 
would be happy on routine work. 

One source for obtaining worthwhile office emi 
ployees is the reference file of individuals for who i 
there is no immediate vacancy. On many occalil 
sions employees have been hired months after th 
originally applied. When an opening occurs, thi 
reference file is checked for possibilities befor 
other sources are tried; of course, with the pres} prin: 
ent employment situation, fewer applicants car 
be obtained in this way than in normal times 
When time permits, the office tries to talk to alj’ 
people who apply even though no jobs are avai 
able, in order to keep up the file of possibilities 
However, as this is not primarily a personnd 
office, time does not always allow this. 


Final selection \\ 


The final selection from the two or three best we 
qualified applicants is left to the head of the dejU. 
partment where the vacancy exists. It is impor le: 
tant that the personalities of the department head Jo 
and his employees “click” and also the applicant ye 
should have an opportunity to “look over” his o 
her prospective boss. 

It has been found that candidates who are “a 
anxious to be accepted for the particular job (not ! 
just anxious to get a job) usually prove to be % 
better employees than those who are not so eager, ® 
and this point has in cases of two equally satisfac-| 
tory applicants often been the deciding factor. 4 

After both have interviewed the promising ap-| i 
plicants, Mr. Ball and Miss Todd compare their 
estimates, which are usually in agreement. In 
many instances applicants are asked to return, as 4 
second contact may be desirable to note different 
moods or reactions. The prospective worker, bet- 
ter acquainted with the department when the sec- 
ond visit takes place, may show more desirable 
characteristics. Sometimes the contrary is true. 
(Turn to page 58) 


Syl a ee ee: Sl hes. te, 0 ee a ee I te ae 
ae "3 = ae ine . = oa ae 0 s 2 ee Par 
bree | a “oe as. oa a ae: ee ee 
ee 
Se near OT ak... all rane °T. ) SRE es 
ee. ee) i eae ty Fe ieee 2 
s sc * ie ¥ . : : wae ie yr 
ras > \ lesa As eet ee : , 
- — - ! —_ i 
a i, i — weg 
= “ao 35 ‘* i = a 
ae Re: LOPE“CO- Bias 
ee ee a. PA R K EN sce tt. re ae % s ) 
Ss ne ee tS PY sf, Seal vig [SR S.7 ae -- 
feel ae ‘ ou . Gigs eee a + ae wide : 
ee oan a ete i. oe A cad es we 5 “h 
aa aa ‘s a er LP ‘ne aa 
a oe RIS at ea oe oe [ee a a BS. 
os . ee irae . ni % or 5 ee, ae 
Pe <5, eee: ae 3 ee oes. ee 
age oe, a (y AOE ee aa } 
et ") a Me Be eee 
y i “+ aE A . emer aaa 
Be Bs - a = rn 
Ne mgeaeeml e ee, “ 
a oF: 
eae) 
ee 
oy i a 
eo * a * 
i eo 
oa Seer 
ie 
ea Bs 
“ 
ee 
: ae Re 
> iS 
= a 
Pe 
es, 
ae 
coe 
= ia ae 
ee... 
cee 
a 
Rees 
sess aap 
a ee 
ee 
oe a 
ke dee 
ee 
8 ae 
ae ae 
bia. < * 
ee ; 
Be ce 
2 —_" 
, poe 
ia 
a. ce 
ce == 
es. 
es say 
a 
a 
ie 
eee e 
es ae | 
a 
% ce 
oe 0) i p | 
ee , 
Base, 
oe . 
eZ 
a P| oe 
oe 
a 
is Bee! 
oe 54 > 
ee ca. a ” : es ras : ee ie cae 
oe zs baie: i oe in ee a eee F ae ‘a oo Ng a ee e 5% 
a —————: ae aes & oo ae ea * ae 5 ea ee a 0 SS Oe 
ce i a » ae 7 a a a oe a. ee 
‘ae = — I ee a . i a teu oe Ss it “ls Se, Bis e. 


10 are} 
vities 
| & job; 
ly and 
. glamqae 
clam 


e is dg 


the ulj ; 


m ploye 


0 do we .. 


lenge 


roa os 


use it § 
Job ang 


> pers i 


# 


ffice emi el 
r whom 4 


1y 0ceg 
ter the 
irs, thi 
> befor 
he a 


k tod al 
e@ avai 
bilities 
rsonne 


ee best 


the de, 
impor, 


nt h 
»plican 
’ his 0 


re very 
ob (not 
> to be 
) eager, 
atisfac- 
or. 

ing ap- 
e their 


sirable 
s true. 


sh, 194 


Bring Galloway 


WE can't tell you where the street car company got 

its one-horsepower “hay-burners” . but we 
well remember where the mighty, paver infant 
U. S. Steel Corporation got those “new-fangled” loose- 
leaf ledgers in 1901. Because that biggest single 
loose-leaf order on record was a powerful boost to our 
year-old company. 


That was almost a half-century ago . . . and today 
The C. E. Sheppard Company is still making good 
loose-leaf equipment. And while we admit that the 
age of an organization is no guarantee of anything, we 
submit that a long record of successful accomplish- 
ment is. Through the years of peace and wars, booms 
and depressions this company continuously pioneered 
in the development of loose-leaf aids to business, with 


. United States Steel 
installed loose-leaf equipment 


many famous “firsts” and steady enlargement of line 


and services . . . and with never an instant’s lowering 
of our high standards. 


This may be why today buyers of loose-leaf equip- 
ment all over the world have come to recognize that 
the trade-mark “Cesco” on a loose-leaf item is ac 
dependable an assurance of satisfaction as it is possi- 
ble to obtain. And why that trade-mark is also an 
assurance that in manufacture and merchandising, in 
helpfulness and inventiveness, and above all in quality 
and reliability, The C. E. Sheppard Company remains 
among the leaders in the loose-leaf field. A copy of 
the new Cesco catalog No. 46 is available on request. 


THE C. E. SHEPPARD CO. 


Executive Offices and Factory: 44-09 TWENTY-FIRST STREET, LONG ISLAND CITY 1, N. Y. 
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STEEL TYPEWRITER 
STAND 
WITH TWO DROP LEAVES 


Height 26/2 inches 
1442” wide, 34/2” long, extended 
1442” wide, 18/4” long, not ext. 


Good quality steel in olive 
green finish. Precision built 
with finest quality materials 
and workmanship. Four 
high grade roller casters, A 
most durable, efficient and 
economical stand. 


Value ats sess te $6.75 


ZIPPER UNDERAKM- 
EXPANDING EN- 
VELOPE CASE with 
handy pocket for 
loose papers. Finest 
quality embossed ° 
brown cowhide leath- 
er. Size 12” x 16”. 


Each $4.50 


UNITED STATES STATIONERY CO. 


NEW YORK 13, N. Y. 


487 BROADWAY 


Many of America's largest concerns are our 
satisfied customers. Whatever your needs we can 
serve you. Write for our illustrated folder and 
price list. . 


ZIPPER UNDERARM 
PORTFOLIO, made in 
black leatherette. Useful, 
convenient and of finest 


workmanship. Size II'/2 x 
15 inches. 
Each $2.00 


POCKET SIZE MEMO BOOK 
No. 104 Size 4” x 5%”. Con- 
taining a 50-sheet refillable pad 
and pencil and your advertise- 
ment gold stamped on the cover 
at the following prices: 


1088 2.08 at 15c ea 
BOO weer at 16c ea 
TSO sc cees at 17¢c ea 
Bee s2es8 at 18¢c ea 
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CONFIDENCE 


@ The child relies on its father. With equal 
confidence business relies on Acco. There is 
no substitute for such confidence, in a man 


or in a product. 


That is why ACCO takes such pride in its 
name and reputation. The knowledge that 
Acco steel fasteners, for instance, are recog- 
nized as “tops” and that Business would 
rather have them than any other represents 


something on which all of us can build. 


Paper fastening is a basic operation in all 
businesses—and the name “ACCO” on your 
paper fasteners is your promise that they can 


buy with confidence. 


ACCO 


PRODUCTS. Ime. 


39th Avenue and 24th Street 
LONG ISLAND CITY, N. Y. 


BURROUGHS 


is your best source for 
CARBON PAPER e RIBBONS 
ROLL PAPER 


Your local Burroughs office is your best source 
for supplies for all types and makes of business 
machines. These supplies are of outstanding 
quality factured to specifications that Bur- 
roughs’ years of experience have proved give the 
best results. Various discount purchase plans offer 
savings up to 40% for quantity purchases. For 
» better supplies, call your local Burroughs office. 


Burroughs 


- SUPPLIES FOR BUSINESS MACHINES 


BURROUGHS ADDING MACHINE COMPANY 2. 
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... Stick fo 


Carter’s! 


-..keep the ccrpiete [ine on 
hand for office-mending jobs! 


There is a Carter Adhesive for almost 
every office-mending job. You will 
recognize these Carter’s Adhesives . . . 
each one with its specific use . . . as the 
best in stick-ups . . . needed in your 
office today and every day . . . for 


mending, making or mounting! 


CICO—Liquid Paste 
for general paper 
sticking 


Ask your dealer to show you these 
adhesives . . . and for complete satis- 
faction . . . have the complete line of 
Carter’s Adhesives on hand! 


AIRPLANE GLUE— 
For model making 


840" PAPER CEMENT— 
Fine Synthetic Rubber 
Cement for layouts 


GUARDSMAN GLUE 
—For wood sticking 


: 


Sec 


CARTER'S BALANCED INKS 


See 


Cao ee S ( OF 
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(From page 54) 
One such example occurred when an applican 
who could not be immediately employed returns 
a few months later, transformed into a “glamo 
girl” who would fit less harmoniously into th 
office group. Such changes are, however, excey 
tional. 

When new employees come to work they are ; 
companied to the division in which they are 4 
work and are introduced to their co-workers. Sex 
retaries and others who will come in contact wit 
other divisions are also introduced to the key 
employees in those sections. 

Before employment is definite all applican 
must undergo complete physical examinations 
This procedure provides a safeguard for othe 
employees and gives them a feeling of confidencd 
that no disease can be contracted through associa 
tion with co-workers. It also is a protection to the 
company, which provides generous sickness bene 
fits and insurance for its employees. 

The medical department is thoroughly equipped 
with X-ray, basal metabolism, electrocardiograph, 
and eye testing machines, and a heat lamp. There 
is a doctor on three-quarter-time duty, and a full- 
time nurse. Annual examinations are a re. 
quisite for all employees and many physical diffi- 
culties are thus detected early and given proper 
treatment before they have time to develop int 
serious conditions. Employees are not treated by 
the medical department unless they specifically 
request it; rather, they are referred to their pri- 
vate physicians if the necessity for treatment is 
discovered. The doctor can be consulted when- 
ever employees desire, and first aid is always|| 
available. In addition to this the medical depart- 
ment provides preventive measures, such as in- 
jections for colds, influenza, and hay fever, which 
save employees both time and expense. Some in- 
jections are given free of charge; for others em- 
ployees may purchase the material at reduced 
price. While, except for the preliminary physical 
examination, the medical department is not a part 
of the interviewing and employment procedure, it 
is one of the factors that makes working in this 
organization attractive. 


The Automatic Typewriter 
The American Automatic Typewriter Co., 614 North 
Carpenter St., Chicago 22, Ill., manufacturer of the Auto-Ty- 
pist, has prepared a number of interesting booklets on its 
useful machine. 
The Auto-Typist is a pneumatic mechanism on which any 
typewriter of any standard make or model including the 
electrics can be mounted. By placing a perforated record roll 
in the desk on which it stands, the typewriter writes at its 
maximum speed without human guidance. The typist mere- 
ly inserts new letterheads, with or without carbon for copies, 
and types the headings on each letter to be written. 
Copies of these interesting brochures may be had from 
the company. 
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NEV-R-KURL Carbon Paper 
it's plastic backed! 


@ Will not curl, tree, wrinkle or 
smudge. 


7 : 
You'll Never Know @ Its plastic back prevents off-setting 


on rolls or platens. 


U n t il You Tr 7 it t =  @ No slipping or sliding in typewriter. 


Nev-R-Kurl Carbon 
Paper is superior in 
so many ways you 
deserve to profit by 
every one of them. 
Before you’ve used 
one box you'll notice 
the big difference— 
cleaner, sharper copies—far easier, 
faster to handle—less waste and 
longer lasting. Try a sample sheet. 
You'll order a supply. 


Samples sent when requested 
on business letterhead. 
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@ Gives up to 50% more copies per 
sheet. 


@ Same sheet works equally well in 
billing or bookkeeping machines. 


CLEAR PRINT 
WOOD STAMP PADS 


Clear Print Wood Stamp Pads 
last twice as long as_ the 
ordinary pad. Wood base 
never warps or sags, never 
becomes mussy or clogged 
with lint. Easy to re-ink, 
practically indestructible. 
Made in 4 sizes with choice 
of inks in 5 colors. 


PROCESS CO., INC. 


192 MILL ST., ROCHESTER 4, N.Y. 


* 
L A PHILLIPS, President a a 
A Al 
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_ » PENCILS ARE 
Nationals QyTSTANDING 


9 Quality 


A COMPLETE LINE 


Peis AT YOUR SERVICE gg 
lel == 
am NATIONAL'S 
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uN * 
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is PENCIL 

Y, 2 


WITH STRONG LEADS 


NATIONAL'S 


Colac ING 


“NATIONALS WF USC = Sex” 
Cedar-King SD AURAL LESS? 223 N22 


A REAL 
QUALITY * FABRICATED OF STURDIER, WATER 
Be CLEAR PLASTIC 
= * BEVELS ON ALL WORKING SUR- 
= FACES — GONE FOREVER ARE INK 
SMUDGES IN FRENCH CURVE WORK 
WITH METAL TIP BROWN BAND , * NON-INFLAMMABLE 
MADE IN * FAR MORE RIGID.... 
FIVE DEGREES PLASTIC IS .105” THICK 
* NEW LOW PRICES 


BOXED IN DOZENS 
x C.Thru is constantly developing new and better drafting 


tools, and new production methods to make them less 
expensive. Engineers, architects, advertising men, artists, 


e TRY IT AT OUR EXPENSE pattern makers, and draftsmen will welcome these im- 


Send penny post card with your proved French curves. 
name and address and receive a 
pencil FREE. 


337, 338, 339, 341 available for immediate delivery. 
Send for trial order — see how beautiful they are! 


; @ Write for complete information and 
Free C-THRU Catalog. 
NATIONAL PENCIL CO. w o— 
SHELBYVILLE, TENN. 
NEW YORK 220 FIFTH AVENUE 


RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTWER DEVICES 


DTN falet Onpuny 
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Tubular Edge \nsertable 
INDEX TABBING 


New Colorful Package 
AICO-GRIP is 


the strongest tabbing available. 
Heavier gauge cellulose . . . will not 
crack or warp. 


More convenient to use and apply. 
More durable in action. 
Individually wrapped in Cellophane. 
The original tubular edge tabbing, 
making it possible to insert titles 
quickly and easily. 

Aico Products sold only through stationers. 


ope 


G.9. Aigner Company 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 


AICO-CRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 
CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


March, 1946 


OFFICE MANAGEMENT AND EQUIPMENT 


OFFICE NECESSITIES 


Again the famous BERNARD office 
necessities are available — prewar 
gleaming nickel finish — same fine 
quality that has made BERNARD 
stationery tools a profitable line in 
the trade for years. Order from 
your jobber today for earliest pos- 
sible delivery. 


loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8", 3/16”, 1/4”. 
Light, strong, stationary stripper 
spring, duplex control stops, nickel 
plated and polished, reach 1 1/16”, 


Staple Remever No. 150 
Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
Spring action, nickel 
plated and polished. 


“Triumph” Official Eyelet Punch: 

No. 190 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens. 

and strips quickly. Nickel 
plated and polished. 


These -are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
- all numbers, all details. Use coupon below. 


W" SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


EE GP SS OE OS ES ee ee ee ee a 


1 Wm. Schollhorn Company, i 

3003 Chapel St., New Haven 9, Conn. I 

I Sirs: Please send me your catalogue of stationery tools. ] 

I 
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Ejynt SPRINGS 


FROM THE INSIDE’ 


SO PUT DURABILITY FILING SUPPLIES ON THE 
“INSIDE” FOR UTMOST FILING EFFICIENCY! 


Every product, every article 
that’s made has a function to 
perform. Some are destined 
to play lesser roles; some 
more important ones. Take 
the case of filing supplies and 
the filing cabinet that con- 
tains them. We accept the 
file as an indispensable piece 
of equipment in every busi- 
ness office, yet without filing 
supplies, it serves no purpose. 
Durability Filing Supplies are 
designed to give the filing 
cabinet the greatest useful- 
ness. So put Durability Fil- 
ing Supplies on the “inside” 
for utmost filing efficiency. 


Patent No. 
2248355 and D 128118 


BARKLEY TAB 


—— 


DURATEX VERTICAL 
FILE FOLDERS 


VERTICAL 
FILE GUIDES 


Established 1921 


_[. 1. BARRLEY & CU. 
| | Manufacturers of Filing Supplies 


17 5 JEFFERSON STREET CHICAGO 7, 
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Telephone Dictation 
(From page 32) 


Herman Steiner, president and managing direc- 
tor of the Swiss corporation, came to the United 
States recently from Switzerland to complete ne- 
gotiations with the Wire Recorder Development 
Corporation, Chicago, which handled the nego- 
tiations on behalf of the Armour Research Foun- 
dation of Illinois Institute of Technology. 


Mr. Steiner has already sold magnetic wire re- 
corders manufactured under German patents 
throughout Switzerland. When his company 
learned of the Armour method, production and 
development was halted and he came to the 
United States to obtain a license from Armour 
Research Foundation. He has now returned to 
Switzerland to revise the manufacture and devel- 
opmental work on wire recording to conform with 
the Armour method. 


Bearing directly on the expansion of use of 
recording instruments on telephones in this coun- 
try was a recent hearing before the Federal Com- 
munications Commission in Washington, at 
which advocates and opponents of free use of 
telephonic recording devices aired their views. 

A 400% increase in the use of telephone record- 
ing instruments by American business in 1946 has 
been forecast in a brief filed before the Commis- 
sion by the Dictaphone Corporation of New York. 
The brief was presented by Charles H. Tuttle of 
Breed, Abbott & Morgan. 


Pointing out that the Dictaphone Corporation 
had sold its equipment only to commercial and in- 
dustrial concerns for business uses and urging 
the commission to allow American industry to 
reap the fruits of twenty-five years of scientific 
research on these business instruments, the com- 
pany’s brief showed that the use of telephone 
recording instruments had skyrocketed during the 
war as business and the Army and Navy found 
it increased accuracy, raised efficiency, speeded 
contracts, and cut administrative red tape. 


More than 20,000 American businessmen now 
find recording instruments invaluable, according 
to the corporation. Among users, it was brought 
out at the hearing, are Bausch & Lomb, Eastman 
Kodak, the Texas Co., New York Central Rail- 
road, United Air Lines, Ford Motor Co., and many 
others. 


The company’s brief cited a memorandum car- 
rying a strong plea from the Navy Department 
which initiated the hearing urging free use of re- 
cording instruments as a regular part of business. 


(Turn to page 66) 
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For accuracy and 
speed, TRIUMPH 
Self-Inkers are the 
answer. These effi- 
ciency plus Band 
Daters do their job 
in one snappy mo- 
tion, inking and 
stamping simultan- 
eously. 


4q 80 Duane Street 


> 


are built 
time-saver. 


R. A. STEWART and Company, Inc. 


face 
| a 


RA 


| 
bys: 


Zz. Efficiency P es — 
TRIUMPH @& 
\ 


TRIUMPH 


Self-Inking Band Daters 


A snap of the wrist does the 
complete marking job. Unex- 
celled quality and sturdiness 
into this efficient 


SELF INKERS 


Designed for heavier usage, 
Triumph Self-Inkers are con- 
structed of extra strength 
materials throughout. 


NN 


Triumph Self-Inkers are 
double value in Efficiency, 
in Strength and in Quality. 


New York 7, N. Y. yy 


ANSING cre” 
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WRITE FOR LITERATURE AMD PRICES 
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Youns FOR BRIGHTER, 
CLEARER COPIES... 


Ontscopy PRovucts 


LONG SERVICE LIFE WITH AUTOCOPY GELATIN ROLLS 

AUTOCOPY Gelatin Rolls, made by an exclusive formula, are com- 
pounded to insure longest efficient use under ee climatic condi- 
tions and to prevent completely the introduction of foreign matter. 
There are no bubbles, indentations or irregularities. AUTOCOPY Rolls 
are available for ALL makes of duplicators. Although the rolls you are 
now using may appear entirely satisfactory, we urge you to try 
AUTOCOPY Rolls and learn the difference! 


STAINS REMOVED IN 30 SECONDS! 

AUTOCOPY Cleansing Cream is the answer to the duplicating ma- 
chine operator’s principal complaint —removing stains from the hands. 
Stains acquired through hours of duplicating work are ogee 
removed in 30 seconds with AUTOCOPY Cleansing Cream. This all- 
purpose cleansing cream acts gently, leaves the hands soft and smooth 
and does not affect nail polish. 


AUTOCOPY DIRECT PROCESS SPIRIT FLUID 

INSURES BRIGHTER, CLEAN-CUT COPIES! 

Long runs or short, AUTOCOPY Direct Process Spirit Fluid will give 
brilliant performance. There is no danger of —_ offsetting because 
the copies dry instantly. Practically odorless, this exactingly com- 
pounded duplicator fluid is non-injurious to machines. In gallon jugs 
or in the economical 54-gallon drums. 


462 WEST SUPERIOR STREET - CHICAGO 10, ILLINOIS 
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under every typewriter 


KIL-KLATTER muffles typing noise, absorbs 
typing shock, makes typing easier on the ears, 
easier on the fingers. Made of famous OZITE 
All-Hair Felt with treated top 


to prevent machine legs from $ 
digging in, and non-skid bot- 1 0 0 


tom for extra safety. Size 11 x 1 

13 in. fits all typewriters and AT You 
many other business machines. — s 
AMERICAN HAIR c FELT COMPANY OFFICE SUPPLY 
Merchandise Mart, Chicago 54, Illinois DEALER 


THE SCIENTIFIC TYPEWRITER PAD 


Gy THE 
CLEANEST 
INK MADE 


\Ss, | FOUNTAIN PE) 0,0 90 dia 
i | eta pen | 


‘i 


*ten different colors 
*for all office needs 


Standardize with PENIT—the Pen- 
Tested Ink with a record performance for 
Maximum efficiency. 


* writes clearly and legibly with any pen 
* flows perfectly, does not feather edge 

* eliminates point clogging 

* eliminates errors 


Sanford’s Pen-Tested Penit Ink adapts 
itself to small figure work, clear ledger 
entries, quick-to-spot color indexes, smooth 
signatures. 


Available in 2-ounce, 4-ounce, pints, 
quarts and galions . . . you can always spot 
the color you want by the carton, the 
label and the cap. 


Sanford’s Penit meets the modern business 
trend for speed and quality ‘‘on the job” 
performance. For any job, it’s the best . . . 
it’s the cleanest ink made. 


SANFORD 


INK COMPANY 


Chicag: 7 
New York 12 


March, 1946 , 
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Fuwt- NO MAKES TRANSCRIBING’ 
» EASIER THAN WATCHING THE CLOCK 


Error-No line-by-line copyholders make transcrib- 
ing far more pleasant, far less fatiguing—faster, 
easier! They keep minds focused on work, not on 
the clock. They keep copy at eye level. No dancing 
characters, no skipped words, no missed lines—no 
doing work over. 

Error-Nos are all-steel, silent, vibrationless. Their 
quality construction stands up. 

Error-Nos are again available. Equip your office. 
You'll be amazed how they help melt away piles and 
stacks of tedious transcribing and record copying. 


SPEEDRITE—the checkwriter you see 
every~here 


DIVISION OF 


Hall-Welter Co. 


ROCHESTER 7, N.Y. 


It’s here! 


The Rubber Band the trade has 
been waiting for with NATURAL 
RUBBER added. 


Kubboe Bande 


MANCHESTER, CONN. 
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We're filling our back 
log of orders FIRST ! 


All during the priority years, orders for 
BOSTON Pencil Sharpeners came in 
every day, and we filled only priority 
orders in accordance with regulations. 
Now we are making every effort to 
whittle down that tremendous pile of 
orders. 


It will be a long time until you can get 
all the BOSTON sharpeners you want, 
but’ everyone will get their fair share 
of whatever is available. 


Thanks for 
your patience. 
A BOSTON is 
really worth 
waiting for. 


BOSTON 


PENCIL SHARPENERS © 


C. HOWARD HUNT PEN COMPANY 


- CAMDEN, N. J. 
SPEEDBALL PENS HUNT PENS 
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Telephone Dictation 


(From page 62) 
The Navy Department statement to the FCC de. 
scribed the recording device as “one of the most 
valuable modern administrative aids in the con- 
duct of affairs of the Navy Department. The in. 
strument greatly increases the areas of usefulness 
of telephonic communication. . . .” 

The Dictaphone Corporation’s brief character. 
ized telephone companies’ contentions on the use 
of recording instruments as insincere, and de- 
clared that listening-in devices are now offered for 
sale by telephone companies to their business 
subscribers, and that the telephone companies had 
patents usable in connection with recording tele. 
phone conversations. 

The Dictaphone Corporation further pointed 
out that the relatively high price of telephone re- 
cording instruments such as the one which it is 
manufacturing and marketing, confined its use to 
that of business men in need of instant means to 
record notes, conversations, and vital portions of 
business transactions. 


Office Managers to Meet 

Well known men in the management field will give 
talks at the twenty-sixth national conference of the Na- 
tional Office Management Association, to be held from June 
2nd to June 5th, at the Hotel Stevens, Chicago. This confer- 
ence will also feature the first big business show to be held 
since the war. 

Kenneth W. Moore, Chicago Title & Trust Co., general 
chairman of the conference committee, promises office man- 
agers a rousing welcome from Chicagoans, who will provide 
a program of entertainment and refreshment in addition to 
the technical sessions of the conference. 

A banquet and dance on Tuesday, June 4th, will be one 
of the highlights of the Conference. Before the banquet 
gets under way, Noma’s fellowship and the Leffingwell med- 
al will be awarded. 

Office managers throughout the United States and Canada 
wishing to ettend should register early. The association 
is at 2118 Lincoln-Liberty Bldg., Philadelphia 7, Pa. 


Filing Association Has Interesting Speakers 

How records and research are involved in the invest- 
ment operations of a commercial bank was explained and 
described in an interesting fashion by Dorothy R. Funck, as- 
sistant secretary of the Irving Trust Co., at the March 11th 
meeting of the Filing Association of New York. 

A great deal of research based on detailed records is 
necessary before funds are invested, said Miss Funck. The 
records and filing departments provide this essential mater- 
ial on which the research worker and analyst depend. 

At the club’s previous meeting on February 11th, Harry D. 
O’Neill, special agent of the Federal Bureau of Investigation, 
gave an informal talk describing the work of the FBI and the 
way in which records facilitate the work of the bureau. He 
described how the central point file indices used simplify 
the tracking down of criminals. The FBI is able to fill re- 
quests from state and local police for data on criminal records 
within 24 hours. Mr. O’Neill also pointed out that because 
of the efficient system used only six minutes are required 
in order to match a set of duplicate fingerprints from the 
101,000,000 now on file in Washington. 
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STORAGE BINDERS for all types of 
records make reference easy and quick. 
Bind sales sheets or other papers in 
Wabaco Storage Binders by months and 
file them in order on shelves, as the 
illustration shows, or in file drawers. 


The cost is small. All papers are always 
in exact order. Bound books are square 
and will stack completely or stand on 
edge. Your customers will be interested 
in these convenient, low-cost binders. 
Write for prices and literature. 


Best Weter St. WARASH, INDIARA 
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EYES .. EFFORT .. ERRORS 


‘ 


ND UP TO 50% IN TYPING TIME! 


To read slant-wise from a side position, 
as most typists do, is basically wrong, tedi- 
ous and harmful. By permitting correct 
posture, automatic line-pointing, forward 
EYE LEVEL reading, Copy-RIGHT shortens 
reading distance, improves visibility, assures 
greater accuracy, eliminates eyestrain. 
Result: typewritten 


—— matter that carries 
quality, neatness, 
prestige. 

- No Twist, No Turn 
20 No Squint, No Squirm 


Copy-RIGHT keeps 
Typists fresh and 
alert throughout the 
day, slashes typing 
costs. Self-support. 


Six Model Sizes | '"9: "ot permanently 


attached, can be in- 
rey te": ody A stantly moved from 


8 2 one typewriter or 
7 desk to another. 
Try Copy-RIGHT af our risk. Put it to 
the test in your own offices. 


\ MAIL COUPON NOW 


\ 
pecseanseasbeuncescwee eeeeeeaeeeeseeeeseee 


! Copy-RIGHT Mfg. Corp. Dept. A 
; 53 Park Place, New York 7, N. Y. 


C1 Send illustrated literature please. 
[] I'd like to try a Copy-RIGHT in my office. 


Name 


;| rin. 


Firm 


(Attach Letter Head Please) 
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Extendible Steel Bars 


for the steeless 


KLERADESK by Sengbusch 


- - . adding greater capacity to 

your present steeless Kleradesks 
. « « providing greater ultiity from the 

new steeless Kleradesks yau buy 
Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre. 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Klaradesks you now own—are 
available from your statiioner, for additional expandi- 
bility. They are also standard parts of steeless Klera- 


—S=—— Ss desks now being sold. © Added to the utility, urabili 
Above: Small size, for models 3V, wv Mov nV. with yg a and pleasing a - arance of Kleradesk, this ts paral 
4V, or 5V. With or without knobs. : ’ ‘ obs. £ appe : , e eature 

; aoa er ces Kleradesks’ reputation as one of the 

Right: jo gon nro 7 Sa. greatest aids to desk workers. ® Order from your 

either size above. Stationer now. Write for circular. 

ee RS ee 
Above: One intermediate bar extends any Kleradesk one Sengbusch Self-Closing Inkstand Co. 
to five compartments more than original capacity. Sev- 236 Sengbusch Bidg. Milwaukee 3, Wisconsin 
eral intermediate bars may be added, if desired. 


Peacetime Prectston, too 


The same fine machine techniques which 
qualified AUTOMATIC for ammunition 
manufacture . . . will soon be utilized in 
full swing again in the Peacetime Produc- 
tion of Sharpeners. 

There are now no restrictions regarding 
the manufacture of pencil sharpeners. As 
rapidly as availability of labor and mate- 
rials permits, production will increase. 
For the time being only Dexters and Giants 
are available. Your generous cooperation 
in awaiting “full line’ production is most 
appreciated. 


Automatic Pencil Sharpener Co. 


Division of Spengler-Loomis Mfg. Co. 


58 E. Washington St., Chicago 2 
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GENERALS 


cCARBO-WELD PENCILS 


USA 7IQ SOrT 7 


CENER 
PENCIL 3 


vhich * 
‘din q 
>duc- 2 
ding ‘ 
;. As When you purchase pencils bear- 
eer ing the names GENERAL, SEMI- 
iants | | HEX or KIMBERLY you are cer- 
— tain they will give complete satis- 
faction, because General pencils 
have “Built-in-Quality’—smooth, 
strong lead, accuracy of degrees 
r Co, | and fine wood casings permitting 
easier sharpening. You can al- 


ways rely on GENERAL'S prod- 


ucts. 


Maki Yar “Ptriids sid. (ECF 


eneral Pencil Company 


powster 


OFFICE CHAIR CUSHIONS 
NOW more popular than ever 


FIBRE 
CUSHIONS 


STYLE KH 
Stade y Age = — 
proo , Box 
pr Gusset, Beaded 
Edges. 

3 SIZES 
No. 7KH (ies. ) 
17x 18 


No. 5KH (side Chair) 
ze ISx 16 


No. 4KH (Steno.) 


$2.70 2s" 


EACH 
LIST 


LEATHERETTE 
CUSHIONS 
STYLE KA 


Made of Durable Leather- 
ette, Box Type 2" Gussett, 


beaded Edges. 
3 SIZES 
No. 7KA (Exec Size 17x 
No. SKA (Side Chair) Size 15x + $3 00 — 
No. 4KA (Steno.) Size 14x 15 . 
RUBBER 
FLOATING 
CUSHIONS 
STYLE AC 
Luxurious Cushions with La- 
tex Rubber imbedded in 
Cotton Felt, Box Type, 2" 
Gussett, Beaded Edges. 
EACH 
No. I7AC (Exec. 
wowace teed, 2285.00 csr 
§ 4 EACH 
Size 14 x 15 . LIST 


No. I4AC (Steno.) 


CIRCULAR SHOWING ENTIRE BREWSTER 
LINE SENT ON REQUEST 


1274 FLATBUSH AVENUE 
BROOKLYN 26, NEW YORK 


MIDDLE WEST AND EASTERN REP.: J. C. SAINBERG 


BREWSTER MANUFACTURING CO. 


E 


67-73 FLEET sTREET (@) JERSEY CITY 6. N.J. 


PACIFIC COAST REP.: C. J. SCHUBERT, LOS ANGELES 
69 
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SPEED UP i; 
OFFICE WORK ©). 
zg te 


S 


Office workers appreciate the con- 
venience of using Duplistickers for 
marking file folders, for addressing 
duplicate mailings, for addressing 
heavy duplicate record cards. Chief 
reason for their preference is that 
Duplistickers’ gummed, perforated 
letter-size sheets are so easy to fill 
in on the typewriter. Also, they 
speed duplicate mailings because all 
the addressing for two, three or 
four different mailings can be done 
in one operation. 


A REAL ECONOMY 


Duplistickers cost consid- 
erably less per thousand 
than other types of gummed 
labels... offer 31 times 
more stickers than roll 
labels. 


EUREKA SPECIALTY PRINTING CO. 
Stationery Div., Dept. OE 
11 West 42nd St., New York 18, N. Y. 


IMMEDIATE 


DELIVERY 
LOOSE-LEAF 


MEMO BOOKS 


First-Grade Pyroxylin- 
Coated 
Fabricoid Memo Binders 


Black or Red— 
Individually Boxed 


Cover Pictured 
No. 10! 


Genuine 

Nickel-Plate 

With Trigger 

Booster, 

Steel Rings 

@ CUSTOM BUILT SIZES 

@ FLEXIBLE TURNED @ No. 100—2'/ x 4/2, End Open- 
EDGES ing, Three Rings V4" 

@ ROUNDED CORNERS ® No. 10iI—3 x 5, End Opening, 

@ PYROXYLIN-COATED Three Rings 4 
FABRICOID @ No. 102—5 x 3, Side Opening, 

@ STEEL RINGS By. + 

@ OPENING TRIGGERS Se 


Order from your dealer—if he cannot supply you, write 


MEMO BOOKS COMPANY 


2007 OLIVE STREET ST. LOUIS 3, MO. 
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Letters to the Editor 


Editor, 
OFFICE MANAGEMENT AND EQUIPMENT 


Your article, “Paper Worshippers,” publish 
on page 33 in the January issue of OFFICE May. 
AGEMENT AND EQUIPMENT is a challenge to 
supervisors. 

Much has been written in recent years on de 
struction and retention of office records. Article 
on this subject have appeared in many of th 
trade and business magazines. 

Who is a better judge than your file supervis 
to determine what goes into the files and when j 
should disappear therefrom and how good is hi 
or her judgment? 

Well, that depends upon the type of person ij 
charge of your files and the amount of confidence 
you have in the person. 

A good file supervisor has an analytical mind 
and understands the functioning of her depart- 
ment as well as the functioning of every depart- 
ment in the organization. She has made surveys 
and analyses of her department, keeps a daily 
record of material coming into the files as well as 


\\ 


requests for material, and is familiar with all the 
important papers as well as those not so impor- 
tant. She has a good grip on her department. 
She is honest with herself, her co-workers, and 
her employer. She has the confidence of her em- 
ployer because she has proven loyal and efficient 
and has shown sound judgment in setting up her 
files and by her work. 

Therefore, when the time comes for records to 
be destroyed, having complied with the state stat- 
utes of limitation, she outlines the method of de- 
struction and retention of records and passes this 
on to her superior officer. 

A meeting is held with all executives concerned, 
including the file supervisor, and definite plans are 
made for yearly transfer and destruction of rec- 
ords. 


(Miss) Bette Rupowpu, File Supervisor, Eastern Construc- 
tion Engineering & Accounting Office, York Corporation, 
Philadelphia. 


Visual Classification Study 
Ingenious methods of visual classification for job 
placement are discussed in a new study, Methods of Testing 
and Protecting Eyesight in Industry, prepared by the In- 
dustrial Health Section of the Metropolitan Life Insurance 
Co. Reviewing the purpose and scope of industrial eye ex- 
aminations, including job analysis, placement, and rehabilita- 
tion of the visually handicapped, the study devotes a section 
to the procedure for setting up an industrial eye testing 
program. 
The basic principles of industrial lighting are discussed. 
A copy of this study is available to executives who request 
it on their business stationery. The address is Policyhold- 
ers Service Bureau, Metropolitan Life Insurance Co., 1 
Madison Ave., New York 10. 
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Py LABELS x PIN TIC 


the J LMAY COMPANY 


109 WEST I9TH ST., NEW YORK, N. Y. 
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Two all-purpose items in the complete | ie A 
Weldon Roberts quality line for al . 4 
erasing requirements. 
No. 399 & aoe TLR es _ (Two Sizes) 
—-TRI-PLY aia The standard all-purpose 
‘The leading sa a d rubber erase 
4 —w——e : i), 
A . os ‘ - , ‘ 
4) re veel Mistakes tn Any Language a 
Ae 
y ‘i 
“Otis & ttf ft NO. os os eS RQ aN 
sl 5 tlle GOs LESSOR MNRAS A OAR 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey eee 
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DUPLICATING 


A fine quality non-toxic 
duplicating fluid result- 
ing in brilliant clear 
copies that is en- 
joying big demand 
Jor Direct Process Duplicators if by leadin g dealers 
A safe 
fluid free 
from objectionable 
odor. Special large 
discounts on the one 
gallon size. Order to- 
day. 


Duplicatin 
Fluid od 


everywhere. 
non-toxic 


BO-OS NORTHER® BLVD. 
JACKSON HEIGHTS, LONG ISLAND, N.Y, 
tus GALLON 


80-05 Northern Blvd. 
Jackson Heights Long Island, N. Y. 


FLUID 


THIS PRODUCT 


is not Extinct... 
it’s just RARE! 
SS 


Some day, conditions will change and we'll give you 
prompt delivery again on IMPERIAL merchandise. 
In the meantime, we ask your sympathetic under- 
standing of a difficult situation. 


Imperial 


cs oe oe a ae 


PA ES 


As decorative as it is 
practical, this modern 
new Compco ciga- 
rette urn is ‘‘must” 
equipment as a fire- 
proof disposal unit. 
Available now 
through recognized 
distributors. 


Speetfications: 


® 20 inches high x 10 inches dia, 


* Boked on wrinkle finish 
*Highly polished rustless top 
and trim. Removable top has 
ample sand storage space 
undernecth. 

Two colors available: 

No. A84—Wrinkle Black 
No. A9S—Wrinkle Brown 


CORPORATION 
2251 W. St. Paul Ave., Chicago 47, Ill. 


HANSON Postal 
| SCALES |. 


No. 1509 (illustrated) 


@ Capacity, 5 lbs. by 
YZ ounces. Computes 
postage for air mail, 
first class mail and 
merchandise up to 4 
Ibs. Easy to use, simply 
place mail matter on 
the platform and 
pointer automatically 
indicates the correct 
weight and amount of 
postage required. 
Accurate and durable. 
List $7.75 


SPECIFICATIONS 

Dial: 614” diameter, glass 
covered. Red and black 
figures on white, red for 
postage, black for 
weight. 


Platform: 512” square. 
a a 642” x 614" 


Packing: One to a carton, 
Weight packed 6 Ibs. 


See your supply house. 


SCALE CO. 


-. 525 North Ada Street, 


PARCEL POST SCALE 
No, 1515 
® Cope = Be. by 1 
cance, feng | 
for oe u 
Ibs. for all postal zones. 
Dial 8” diameter. Plat- 
form 7” square. Overall 
dimensions 8” x 742” x 
10”, Weight packed 9 Ibs. 
List $9.50 


Chicago 22, Mlinois :. 
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CARBON PAPERS 


and . 
TYPEWRITER RIBBONS 


s it is 

dern 

iga- 

just” 

fire- 

Unit. r 

co~ Baves You Time and Money 
No doubt about it, WRITE products cut down 
your office overhead and give you better results. 

td. WRITE carbon papers save time by giving you 
more and cleaner copies from each original. 

oom WRITE typewriter ribbons assure you of a fresh, 

- clean, readable job every time. 

p hes You can depend on WRITE because 

pace WRITE products are guaranteed — for 


quality, uniformity, long wear. Let 
WRITE save you time and money. 
Ask your dealer, or write us today for 
FREE samples and attractive prices. 
Immediate Deliveries! 


n Avenve 


~ 420 Lexingto a 


New York 17 ’ 


Il. WRITE 
NCORPORATED 


FACTORY: Bridgeport, Conn. 


- PULL FASTENERS 
BEAT THE «2 BAND 


ANY PLACE A BAND IS NEEDED 
A’ PULL FASTENER’ CAN BE USED. 


Pull Fasteners don’t slip, dry out, stretch or 
break. Durable as the documents, papers, 
ay checks and similar items they neatly and 
firmly tie together. Easy to use. Pull either 
end to tighten. Prevents loss and separation. 
Sizes, 6" to 54”. Sold in packages of 100. 


‘chek cb MFG.CO. 


277 NO. GOODMAN ST., ROCHESTER 7, N. Y. 
SCHLEGEL CO., CANADA LTD., TORONTO, ONT., CANADA 
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In Demand! 


With the restrictions on travel for business 
now a thing of the past, the demand for the Nascon 
Expense and Tax Record is greater than ever. in a 
handy, refillable pocket case, this unique book provides 
for a complete yet simplified recording of expenses and 
taxes for a week at a glance for a full year. 


NASCON SALES CORPORATION 
60 East 42nd Street New York 17, N. Y. 


SIMPLIFY CALCULATION OF THE NEW RATES 
- BY USING THE NEW EDITION OF THE 
DELBRIDGE SIMPLIFIED WITHHOLDING TAX CHART 


No an advertising novelty—Not a "free" chart. It is ex- 

pertly designed to enable the average office employee 
to prepare your deductions quickly and accurately. Elimin- 
ates costly errors and delays in your payroll department. 
Shows all the required figures and i sguaranteed to comply 
with all the provisions of the new income tax law. 


AUTOMATIC — COMPACT — EFFICIENT 


published in four editions for Weekly, Bi-weekly, Semi-monthly 
and Monthly Payrolls. 


$2.50 Each At Your Dealers 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 


ll a ee I ee | a ee — a 
T : . | 
C0 | 
L : a re / - ; eons i 
, ay Pa oe 
Wel irnee  \ 46 at eee _ ; a sf bp ee 
D Pre Cons Ne | oe 
r ie ~\ Mf Wipe : Be vi ag a b 
TAR Bs) Cas cae te 
% oy S = 4 4 
SS a 
Ware. eee ee r ee 2 4 sone 
“ NE \ The ‘Sj Tiyronserand SY Tae Rocred ; 
LS ah ee ad ~ \ Ps ! ee =e ee ae ee 
; =H BSE =s= 
‘ _ EE Sree 
HHH BEE ERHS4 
SS EES = 
5 BSSsEepnmel FStee= 
= 
: == 
| 
er om ome 
er ee ee 
soca 
Se coer 
> - = = ee ee 
i Ct oe oS eo oo co 
— LLL 
Cs | 8 $5) a Sab) ey 
L | ae a 5 EReEy epg : 
§ el _ ro y 2 By 
mT gwe at a . : BEEP PPE 
” a ena EEREELELER 
- —=——- “ ene TBEEFEERER 
; Wf Lint fe” toe | 
= 1 7 Vapery7 fp es ** SS Sea 
“ VA , een? = SS ee Se —4 
AN Ze Rasta ff EE WJ 
4. —_ VEZ WS 
s ye “ty. F/ ACTUAL S120 9) ey 0N 
¥ Wad SS7/ 
a 
~ ee 
Se ee 
em Pe : 
J] 7 
ie! - ae EE ll a 2 ee 


TRE is 0 
ts cause of Fat 


LurGts 
Pra 
CHAIRS 


For maximum comfort office workers 
should sit correctly. Sturgis Posture 
Chairs are the answer. Seat is the right 
distance from floor—the back is form 
fitting to relieve tense- 
ness. Strain is reduced 

relaxed 


the body 
without effort—fatigue 
is — Seats and 


sily 
justed to fit the worker. 
All adjustments are 
t use off 


Best construction — all 
steel tube, welded joints 
— baked-on enamel. 
Large seats, form fit- 
ting backs. Practical 
leatherette upholstery. 
Hardened eteel swivel 
rage al and noise- 


The STURGIS POSTURE CHAIR CO. 


413 Magnolia Street 
STURGIS MICHIGAN 


STURGIS MODEL 876-MY 
STENOGRAPHERS’ 
POSTURE CHAIR 


(Availabe in several combina- 
tions of back rests and seats). 


A DIFFERENT BABY BOOK 


Another fast selling item in our FAMOUS PHOTO SERIES. Besides 
16 Oolorfully illustrated pages for baby’s record there are 32 decorated 
pages for es oe snapshots. Two gold stamped photo ~~ for pie- 
ture size 834 x 4% inches are moun on inside of front and back covers 
—An exclusive Wire-O feature—Patented Wire-O fw pny Fy 1 leaves 
to open flat. Heavily padded washable covers in pink or blue leath 

pf in gold on cover—size of book 4% x 6% inches. Retails for $1. $1.50 
eac 


Write for catalog of complete line. Autograph books, 
address books, photograph albums, and baby books. 


Wire-O Binding Company of Chicago 
732 W. Van Buren Street Chicago 7, Illinois 


Display Room—Republic Building—209 S. State St. 
Around the Corner from the Palmer House 
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Conference and Products Exhibit 


Maurice G. Postley, executive director of the Nationa 
Institute of Governmental Purchasing, Inc., 730 Jackson Pl, 
N. W., Washington, D. C., has announced that the Institute’, 
first enmmaal conference and products exhibit will be helq 
at the Hotel Stevens, Chicago, from August 19th to Augug, 
21st. The general conference chairman is Joseph W. Nichol. 
son, city purchasing agent, Milwaukee, Wis., and the pro. 
gram chairman is Albert Pleydell. commissioner of purchase 
of the City of New York. The general theme of the confer. 
ence will be Procurement Problems and Products of Today 
and Tomorrow. 


Talks and round table discussions will deal with the fo]. 
lowing subjects: progress of the year and outlook for the 
future in governmental purchasing; tomorrow’s materials, 
offices, housing, buying guides; the value of trade journals 
and catalogues to governmental buyers; integration of goy- 
ernmental fiscal policies and purchasing procedures; eco- 
nomic trends; price trends and Federal price control policies; 
monopolistic price policies and their eradication; Federal 
surplus disposal; development, sources, and use of specifica- 
tions; commodity inspection and testing; good buying pro- 
cedures; salvage. 


It is not necessary to be a member of the Institute to at- 
tend this conference and exhibit. 


Letter Writing Clinic 


On Wednesday, April 17th, Aline E. Hower, of the 
Hower Letter Improvement Service, 6321 Natural Bridge Rd, 
St. Louis, will conduct a letter writing forum at the Com- 
modore Hotel, New York. The forum will be held in the 
afternoon, from 1 to 5. The enrollment is $5 for each 
person. 


In past years the forum has been sponsored by the New 
York Chapter of NOMA and by the New York Association 
of Credit Men. In May of last year two hundred firms sent 
twelve hundred persons to it. 


Portfolio on Industrial Design Offered 


J. Gorden Lippincott & Co., well-known New York 
and Chicago firm of industrial designers have prepared a 
bound portfolio of booklets and folders on the varied aspects 
and applications of industrial design. 


The literature offered includes examples of designer-client 
mutual publicity, outlines of industrial design as a profession, 
pamphlets on packaging, interior lighting, product develop- 
ment, style obsolescence, emotion vs. intellect in product 
merchandising, and a folio on the costs of industrial design. 


Copies are available upon request to the company at 500 
Fifth Ave., New York 18. 


Purchasing Agents Elect 


The Purchasing Agents Association of Eastern New 
York at it annual meeting in Albany, N. Y., on March 2ist, 
elected William Gardner, Albany, as the new president. 
Other officers elected were Harold Frair, Glens Falls, vice- 
president; Richard Van Laer, Albany, secretary; and S. C. 
Main, Albany, treasurer. George B. Todd, Schenectady, re- 
tiring president, was chosen national director. 


A. W. Zelomek, economist for the International Statistical 
Bureau and for the Fairchild Publications, addressed the 
group and predicted that a period of encouraging inter- 
national progress would result in a marked expansion of 
exports of durable equipment from this country. 
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PROMPT 
DELIVERY 


LB 2. On the following items 


Aluminum Sheet Holders 

Arch Files—Masonite 

Brief and Report Folders 

Clipboards—Aluminum 

Clipboards—Masonite 

Indexes for Ledger and Post Binders 

Indexes for Price Books 

Permanent Storage Binders, '"3-STEP" 

Post Binders, “SLOT—LOK" 

Ring Binders, Fabric Hinge |" Capacity 

Ring Binders, Metal Hinge |"—I!"—2" Capacity 
Scrap Books, 11" x 81/4" to 23/2" x 19" 

Spring Binders, Bound Back |"—1'/2"—2" Capacity 
Telephone Book Covers, !/2" to 2!/2" Capacity 


Wire, phone or mail your orders TODAY! 
ELBE FILE & BINDER CO., Inc. 


Makers of Loose Leat Binders. 


GENERAL OFFICES ANO FACTORY 
FALL RIVER, MASSACHUSETTS 
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NEW YORK OFFICE & SHOWROOM—200 FIFTH AVE. 


54 DEY STREET 


#215 


Ww. C. LEUTE 


COMMERCIAL LEATHER GOODS 


NEW YORK 7, N. Y. 


Canvas & Leather 
Mailbag {215 


Heavy Duty Bag for Mail, Secu- 
rities and General Messenger Use 


Pee ere price $ 
oo 


19.50 
21.50 
23.00 
25.00 
27.00 
29.50 
32.50 


All Leather Mail- 


bag £214 

Price 
BOs xéncces $15.00 
ee 17.50 - 
ere 20.00 
errr 22.50 
er 26.00 
eee 29.50 


$224 


Special Sizes Made to Order 
The above are subject to a 20% Federal excise tax. We 
also make messenger wallets, money bags, brief cases, 
zipper cases, accountants’ cases and salesmen’s sample 


We invite your inquiries. 


e New 
ciation 
is sent 


“BIG BLACK” 
MARKING PENCIL 


The favorite pencil with edi- 
tors, publishers, printers and 
office workers. For all bold 
marking purposes buy 
#622-T “Big Black”. Stock it 
in quantity. It’s a fast mover. 


S9/atS0e}/ PER PENCILS 


BIG MAPS 


For Little Money 
& 


SVaitsOe7 Pencil Company, Est. 1893, Philadelphia 44, Pa. 
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? 3 
—_ 5 Modern Series Maps 


41 large size, large scale maps, beautifully 
printed in contrasting colors and bound in 
pocket-size folders for convenience. This 
series includes maps of all the important 
countries, continents, oceans, islands. These 
convenient, practical, up-to-date maps re- 
tail at 35c or 3 for $1.00. Write for de- 
scriptive circular and list of maps. Ad- 
dress Dept. OME-2. 


The George F. Cram (Co., Inc. 
730 E. Washington St. 


Indianapolis 7 


Indiana 
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"ERASER | 


INK AND TYPEWRITER 


SPEEDS Your 
Typing and Bookkeeping 


Rush FysRc ass Erasers help stream- 
line the work of typists and stenographers 
..- by simplifying erasures. Feather touch 
instantly removes any ink from any sur- 
face. No erasing shield needed. No 
guardsheet for carbon copies. Simple! 
Fast! Reduce waste of costly forms and 
na Phone your stationer today 
ee 


RUSH ERASER, 50c 
FYBRGLASS Refills, 2 for 25c 


Or order direct. Fast delivery. Satisfaction 
guaranteed or money refunded 


——THE ERASER CO., Inc.—— 


259 W. Water St., Syracuse 2, N. Y. 


FINGER-TIP FACT CONTROL 


Instant access to needed data instead of a frenzied attempt 
to “dig out” rush information becomes easily possible with 
Cook’s Steel File Signals. Attached to card and ledger 
records of Stock, Production, Purchasing, etc., they group 
important facts under readily usable headings. Accurate 
reports can then be made out quickly by minor 
clerks—expediting a department's work and : 
saving the valuable time of key men. <a “ED 
-, Card of samples on request. ~ NX 


COOK'S 
STAINLESS STEEL / 
FILE SIGNALS “3 


< 
sSSS 


| 
SS 
The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 
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Appointed Director of Application Research 

P. M. Zenner, vice-president of the McBee Co., Athe 
Ohio, well known manufacturers of aids to simplified recorj 
keeping, has announced that T. G. Mohney, formerly map, 


T. G. Mohney 


ger of the Hartford, Conn., office of the company, has been 
appointed director of application research. 
Before joining the McBee Co., in 1935, he had been assist- 
ant comptroller of a large industrial company and a a 
ing certified public accountant. 
Mr. Mohney will be located in the firm’s sales executiv 
offices at 295 Madison Ave., New York. 


Project on Office Efficiency 
Because it realizes that office management and business 
education are inter-related fields, the National Office Man- 
agement Association now has as one of its main objectives 
assisting educational institutions to interpret the needs of 
commerce and industry in developing curricula of study and 
training for a business career. The National Educational 
Committee was set up for this purpose. : 
Each chapter of NOMA has an educational committee, 
the chairman of which is responsible for carrying out the 
educational program. A monthly bulletin serves as a clear- 
ing house for ideas and suggestions between the various 
chairmen and presidents. 
The program calls for an annual education meeting in each 
chapter to form a close working arrangement with business 
educators. The outgrowth of these meetings is a year-round 
joint committee composed of office men and business educa- 
tors, serving as a business-education council, and as an office 
management-business education advisory group. 
Committee members visit schools to observe educational 
practices at first hand and to secure information on edu- 
cators’ home ground for committee discussions. Members 
also speak to classes in business education. 
H. A. Wichert, of the Fairmont Creamery Co., is national 
director and chairman of the education committee. He is 
assisted by vice-chairman, Louis Keck, office manager of 
the Strietmann Biscuit Co. 


National Business Show 

The National Business Show, long a traditional feature 
of the office field but suspended during the war, will again 
be held at Grand Central Palace, New York, September 30th- 
October 5th, under direction of the Tupper organization. 


Milwaukee Seminar of Business 
Martin J. Seibert, president of the Milwaukee Chapter 

of the National Office Management Association, has an- 
nounced that the chapter will hold its second annual seminar 
of business on April 4th at the Milwaukee Athletic Club. 
The theme of this year’s sessions will be Effective Manage- 
ment through Organization and Control. 
The headquarters of the Milwaukee Chapter of NOMA are 
at 624 North Broadway, Milwaukee, Wis. Those interested 
in attending this conference should send reservations to 
that address. ; 
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An unscheduled stop frequently played havoc with 
the fortunes of early day travelers, but fortunes were 
easily recouped in California mines. Today there 
are many delays in production due to shortages but 
we are doing our best to allocate file cabinets among 
our dealers. 


D ERSON-HicKEY Go. 


. mc. — 
GENEVA 
ILLINOIS 


“ Andy units of steel” 
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HONOR ROLLS 
AND 


WAR MEMORIALS 


Honor your war heroes in handsome, imperishable Interna- 
tional Solid Bronze —now released by W.P.B. 


Many appropriate stock designs available for Honor Rolls and 
Wear Memorial Plaques, as well as all other business uses. 
Special designs and estimates gladly submitted without charge 
er obligation. Superb workmanship, painstaking hand finish- 
ing, modest prices. Unconditional money-back guarantee. 


Write for Free Illustrated Catalogue D. 


INTERNATIONAL BRONZE TABLET COMPANY, INC. 
36 East 22nd Street, New York 10,N. Y. 
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‘The RIGHT pencil for the RIGHT job a 


NOOR PENCIL COMPANY. INC., BLOOMSBURY. NEW JERSEY 
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KARLO 
Office Machine 


Stands i 
The KARLO reduces — 


fatigue and increases 
efficiency because it is 
instantly adjustable to the 
height of any operator. 
The sturdy, leny base 
eliminates vibration — as- 
sures clean cut letters. 
Large full 2" noiseless 
casters make the KARLO 
stand easy to move. It is 
adjustable to all types of 
office machines; type- 
writers, adding machines, 
comptometers and also’ 
visible records. 


Write for details 


KAR 


32-36 lonia Ave., SW 


MANUFACTURING 
COMPANY 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


Companion products needed in every , 
office. ROLTONIC cleans and gently AN 
naps the rubber platens of allbusiness _ | 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and — type, then disappears 
entirely. 

Both ROLTONIC and TYPTONIC are Non teflon nnctie Nore 


made to the same high quality as Poisonous, Harmless to 
GRIPPIT. skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST..- HAVERHILL, MASS 


Grand Rapids, Mich. 


OFFICE MANAGEMENT AND EQUIPMENT 


Water Cooler Company Appoints 

The Ebco Mfg. Co., Columbus, Ohio, manufacturers 
of refrigerated electric drinking water coolers, has announced 
the appointment of Robert L. Coon, as district manager for 
the Oasis Cooler division of the company, and the appoint. f 


ment of W. L. Winchester as assistant sales manager of f 


Ebco. 
Mr. Coon’s headquarters are at 510 C. A. Johnson Bldg, 


Robert L. Coon 


W. L. Winchester 


Denver, Colo. He will cover the Rocky Mountain States 
area of Colorado, Wyoming, Montana, Idaho, Utah, New 
Mexico, and Arizona entirely by plane. 

During the war years, Mr. Winchester completed several 
important engineering assignments. Prior to the war, he 
was in commercial refrigeration sales management in the 
midwest. At Ebco he will assist general sales manager Lee 
C. Love in both the Oasis Cooler Div., and the Kelvinator 
Cooler Div. He will also have charge of national advertis- 
ing sales promotion and sales training. 


New York NOMA to Incorporate 

Members of the New York chapter of the National 
Office Management Association voted to incorporate the 
chapter under the name of the Office Executives Association 
of New York, Inc., at the regular monthly meeting on March 
20th at the Hotel Belmont Plaza. 

Speakers of the evening were Dr. Coleman L. Maze, head 
of the office management department at New York Univer- 
sity, and Albert G. Whaley, office manager of the United 
States Steel Export Co., New York, who spoke on the sub- 
ject of cost control and waste eliminaton in the office. 


Change of Name 

W. R. Barker, president of the United Autographic 
Register Co., 141 West Jackson Blvd., Chicago, manufacturer 
of continuous business forms since 1894, has announced 
a change of firm name to Uarco, Inc., and a proposed ex- 
pansion expenditure of $1,000,000 during the next two years. 


A World Government Favored 

Thomas K. Finletter, special assistant to the Secretary 
of State from 1941 to 1944, and a consultant to the American 
delegation of the United Nations Conference on Internation- 
al Organization, discussed the vital subject of a world gov- 
ernment at the March 11th meeting of the Transcription Su- 
pervisors’ Association of New York. 

The legislation and international relations committee of 
the association recently issued a statement in which the or- 
ganization expressed its belief that a federal world govern- 
ment, going beyond the present United Nations Organization 
was urgently needed for the peace of the world. 

In a letter to the chairman of the association’s legislation 
committee, Senator Joseph H. Ball, (Rep., Minn.) said that 
he was greatly encouraged that groups such as the Trans- 
cription Supervisors’ Association were “really interested in 
the problems of world government.” 
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IMPRINT PENCILS 


| (With Your Company Name) 


$9.50, cron 


$9.25 sur con 


Prompt Shipment 


(Minimum 2 Gross) 


Without Name 


BRASS TIPS 
GOOD RUBBER ERASERS 


Made in 5 degrees 
Write for Samples 


SEABOARD 


PENCIL COMPANY 
45 WEST 57TH ST., NEW YORK 19, N. Y. 


Engineering Manufacturing Co. 


Sheboygan, Wisconsin 


Pioneer Manufacturers of 
Plastic Drafting Equipment 


SOMETHING VERY NEW! 
A REMOVABLE HEAD T SQUARE 
Send for Descriptive Bulletin 
Drawing Kits Drafting Tables 
Straight Edges Drafting Benches 
Artists Boards Stools 
Paper Dispensers Scales 
Triangles 


VISIT OUR CHICAGO PRODUCT EXHIBIT 
426 N. Michigan Ave.—First Door N. of Wrigley Bldg. 


| WHEN YOU NEED TYPEWRITER 


OR BOXED PAPERS—JUST SAY 


wu Mu 


Business papers 


= of uniformally high | ¢ 
Ae bo ina 
ot=> complete range of 


e— grades and items for 
every business office use 


“The COMPLETE Line — 


BONDS ONION SKINS 
MIMEOGRAPH MANIFOLD 
PRINTED COPY” MANUSCRIPT COVERS 
BRIEF FOLDERS 
PLAIN AND LEGAL RULED 


ON SALE AT LEADING STATIONERS 


EAGLE-A 


PAPER 


White for t 


ion to. 


AMERICAN WRITING PAPER CORPORATION 


"HOLYOKE, MASSACHUSETTS —__ 
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HEVER Qua STENCILS 


For Brilliant Reproductions... 


HEYER Quality Stencils are available for all stencil 
duplicators. From the finest Cellulose Dry Stencil 


for skillful reproductions to the most economical 
for general work. Each designed to produce 
a maximum of clear, sharp, brilliant copies. 


HA. eyer 


ALWAYS 


Quality 


SATISFIES 


S 
—— 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
CHICAGO, ILL. 


901-11 WEST JACKSON BLVD., 
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NON- 
SLIP 


engraved be 
steel. 
ible. 


Graduations in 1/léths. 


FLEXIBLE STEEL RULES 


Made of highly tempered steel pened with patented 
Non-Slip material. 


Individually 


NATIONAL "RULE co. 
Rochester 4, N. Y. 


In Canada: Brown Bros., Ltd., Toronto 


MAJESTIC LOOSE LEAF 
122 Spring Street 


SCRAP BOOKS 
@ Fabrekoid Covers in black 


only 
@ Screw Post Metal Binders 
@ Six different sizes 


900....10428 #03....15/% x 12% 
@i....114. 2% 4... . 10a 2 19% 
#02....13/. 2 I ...23 121% 


Prices on Request 


INC. 
New York 12, N. Y. 


Royal Appointment 

M. V. Miller, vice-president of the Royal Typewriter 
Co,. Inc., 2 Park Ave., New York 16, has announced the ap- 
pointment of Miss Stella Willins as manager of the school de- 


Miss Stella Willins 


partment. She has been connected with the company since 
1937 and during the war years she was the acting head fol- 
lowing the resignation of A. M. Stonehouse. 


Ditto's General Sales Manager 

K. M. Henderson, vice-president of Ditto, Inc., Chicago, 
has announced the appointment of R. J. Kirkpatrick, Jr., as 
the company’s general sales manager. He succeeds J. J. 
Williams who recently retired. Mr. Kirkpatrick started 
with Ditto seventeen years ago as a salesman and in 1944, he 
was appointed field sales manager. The company manufac- 
tures business systems and duplicating machines. 


Manager of Research 

Lt. Robert C. Pitney, USNR, who left the research 
department of the Pitney-Bowes, Inc., Stamford, Conn., in 
1942 to join the Navy, has rejoined the company as manager 
of research. In his new post, Lt. Pitney will manage all mar- 


Advertised and sold 
Nationally Since 1900 


MOORE PUSH-PIN COMPANY « Scuce /900 “2 
113-25 Berkley Street, Philadelphia 44, Penna. 


® DESK SIGNS 

® NAMEPLATES 
© DIRECTORIES 
® SIGNS 


SOLID 


BRONZE ts 


Record forever the names of the employees in your 
organization who served their country by means of 
an_ everlasting bronze tablet. Here at ‘Bronze 
Tablet Headquarters’ our craftsman skillfully dodan 
distinctive honor rolls & memorials from imperishable 
bronze. Write NOW for complete "order on. mail" 
details and illustrated literature to dept. O 


UNITED STATES BRONZE SIGN CO. INC. 


“BRONZE TABLET HEADQUARTERS” 


570 BROADWAY, NEW YORK 12,N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 


Lt. Robert C. Pitney 


ket and product research under John A. Strother, recently 
named director of development and research. 

Lt. Pitney spent two years in the Pacific as navigating 
officer aboard a destroyer-minelayer, which took part in the 
Iwo and Okinawa invasions and in minesweeping operations 
off the Japanese coast and in the Yellow Sea. 


Paper Contracting Sections Involved 

To insure of co-ordinated procurement of all common 
items by the Army and Navy, the Army Quartermaster 
Purchasing Office, New York, has taken over the procure- 
ment functions of the Jersey City Quartermaster Depot. 
The entire procurement division of the Jersey City installa- 
tion is now in the Army-Navy Purchasing Offices, 111 East 
16th St. 

From this new office, contracts will be let for all types of 
paper common to two or more branches of the service. Of- 
fice supplies, furniture, books, and periodicals will also be 
obtained and arrangements made for the printing of various 
technical publications. 

During the peak procurement period of the war, the Jersey 


City Depot let contracts aggregating in the neighborhood of 
1% billions of dollars. 
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News from Remington Rand 

Remington Rand Inc. has appointed Arthur Merrigan 
as the Philadelphia branch manager for the adding-book- 
keeping-calculating-machines division. Mr. Merrigan served 


Arthur Merrigan 


with the company from 1935 to 1941 when he enlisted in the 
navy. He was discharged last December with the rank of 
lieutenant. 

The new manager of the portable typewriter division 
branch office at Detroit is Marvin D. Swain who also returns 
to the company from the navy. He was with the company 
for nine years before entering the navy. Another navy man 
to return is J. R. Williams-who is again typewriter manager 
at the branch office in Des Moines, Iowa. He attained the 
rank of lieutenant. A. J. Weitzel, a lieutenant colonel in the 
air force, becomes assistant typewriter branch manager at 
Chicago. 


Noiseless Stamp Pads Back 

The Carter’s Ink Co. Cambridge 42, Boston, is back in 
production with its noiseless stamp pads. These pads are 
made with pump-action construction which makes 100,000 
impressions from each pad possible. The rubber-cushioned 
base reduces noise and saves wear and tear on the wrist. At 
$12 a dozen list, they are available in purple, green, blue, 
red, black or assorted. 


Addressograph Prepares for Increased Business 
Additional production space, increased manpower, and 
new machine tools of many kinds worth $1,500,000, are en- 
abling Addressograph-Multigraph Corp., Cleveland, Ohio, 
to increase its postwar production of business simplification 
machinery. With these new facilities, the company is mak- 
ing progress in filling a large backlog of orders for both 
Addressograph and Multigraph new equipment. 


Back on the Job 

William D. Evans, eastern manager for the W. A. 
Sheaffer Pen Co., recently underwent an operation in New 
York. He has recovered fully and is now back at work, 
greatly improved in health. 


“Office Supply Salesman—Full or part-time, to 
handle line of Loose Leaf Equipment to con- 
sumers. Visible Record Books, Payroll Systems, 
Post Binders, Advertising and Catalog Covers. 
Liberal commission. Old established eastern man- 
ufacturer. 

Box O M E 486 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 
Tablet Armchairs 


ADIRONDACK 


CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 


PERSONAL 


Aunt Emma's Letters, our novel form of advertising, is telling All 
America about SKY-RITE No. 6, SKY-RITE, *"Frills", SKY-RITE 
VANITY, SKY-RITE* "duet" and the new No. 74 a "wow" in 
men's Stationery. 


SKY-RITE 


The Very Finest in LIGHTWEIGHT STATIONERY. 


COPYRIGHT 1946 — Agency Paper Co. 
74 Varick St., New York 13, New York 
New York ® Chicago ® Los Angeles 


*Trade Marked 


GUMMED LABELS 


In Sheet Form 


For use in the office 
or in the Shipping Dept. 
@ on Packages 
@ on Envelopes 
@ on Manila Folders 
24 or 33 on a sheet of 8!/, x II 


or made to meet your specifica- 
tions. 


ae & PRINTING PRODUCTS 
62 GRAND STREET NEW YORK CITY 13 


WALKER 5-1658 


i’ before such FAST, EASY FIL 


Oxford 


PENDAFLEX®: 


new style filing folders that HANG! 


“Your filing supply specialists’” 


OXFORD FILING SUPPLY CO. New York BROOKLYN St. Louis 
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“K-Line” SELF-LOCKING POSTS 


7 The most efficient and economical binding 
i posts obtainable for use in conjunction with 
various types of STORAGE BINDERS. 
LENGTHS: 1, 11/2, 2, 2/2, 3 & 41/2" 
Expansion Up to 71/2 Inches 


ae 


: | 
di 


= Samples and Descriptive Booklet on Request 

W. R. KLINE CO. 

440-73rd St., Brooklyn 9, N. Y. 
Western Distributors 

GANE BROTHERS & LANE, INC. 


j 140 W. 17TH STREET 184 SECOND STREET 
LOS ANGELES, CALIF. SAN FRANCISCO, CALIF. 


wu 


WRITE FOR 


G-+++-BANDS 


PRACTICAL and DURABLE 


GRIPTITE BANDS have become a 
“must" in commercial institutions, 
banks, factories, and retail stores. 
GRIPTITE BANDS KEEP CANCELLED 
CHECKS, SHIPPING RECORDS, RE- 
PORTS, ORDERS, and other valuable 
papers compactly together. They are 
easy to put on and take off. Made 
in lengths 6" to 54". Can be used 
over and over again. 


Rochester Wire-O-Binding, Inc. 
108 Mill St. Rochester 4, N. Y. 


SAMPLES. 


Drawing 
MORILLA = 
ARTISTS’ Drafting 
MATERIALS : 
: Materials 
“DURA-SEAL” € 
T rent Traci d 
aves Fm ie. 
° 7 
Gen 1] Dr . l 
Caisiog T eaten Wane 
Etc. 
ld by all good dealers. 
THE MORILLA COMPANY, INC. 


328-332 EAST 23rd ST. NEW YORK 10, N. Y. 


| Available for immediate delivery! | 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pi., New York 3, N. Y., GRamercy 3-3741 


OFFICE MANAGEMENT AND EQUIPMENT 


General Sales Manager for Eberhard Faber 


In line with extensive plans for expansion, the Eber. 
hard Faber Pencil Co., Brooklyn, N. Y., recently appointed 


Louis M. Brown 


Louis M. Brown to the newly created post of general sales 
manager. Mr. Brown has been affiliated with the company 
since 1923 when he was Canadian representative. In 1938 he 
became sales manager. 

The following staff will collaborate with Mr. Brown: 
A. P. Danos to assist in the directing of the sales of lead 
pencils and erasers to all trade outlets in this country; John 
Horne for directing sales in the educational and government 
contract fields; N. L. Pearce to supervise the sale of all foun- 
tain pens and mechanical pencils. The mid-west territory 
will be headed by A. C. Van Horne, who will have head- 
quarters at Chicago. All advertising sales promotion activ- 
ities, domestic and export, will be under the direction of 
F. H. Eichhorn. 

The company also announced the appointment of Charles 
M. Jaffee as its sales representative in Philadelphia, Balti- 
more, and Washington, D. C. 


Purchasing Agent Receives Double Appointment 

Wallace D. Bish, who has been with Westinghouse 
Electrical Corp., Pittsburgh, Pa., for more than thirty years, 
and who is a former president of the National Office Man- 
agement Association, was recently made assistant director 
of the office methods division of Westinghouse and purchas- 
ing agent for that division. 

As assistant director he is responsible for the selection, 
installation, and servicing of office furniture, fixtures, equip- 
ment and supplies, and will direct the storage, repair, and 
reassigment of surplus office furniture and equipment. As 
purchasing agent, he is responsible for the purchase of all 
office equipment and supplies, and the handling of equipment, 
rental, and service contracts. 

Since 1939, Mr. Bish had been purchasing agent of office 
equipment and supplies for the cost accounting department. 
He is a member of the advisory committee of the mica divi- 
sion of the War Production Board. 


Booklets on Management 

The American Management Association has published 
another group of booklets on subjects of interest to readers 
of Orrice MANAGEMENT and Equipment. The studies include 
Executive Compensation and Accomplishment, by Dr. Harry 
Arthur Hopf, the Hopf Institute of Management, 75 cents; 
Management Planning for Employment Stabilization, 50 
cents; Company Development and Top Management Control, 
75 cents; Top Management Policies and Philosophy, 75 cents; 
Control or Salary Expense, by Edward N. Hay, the Pennsyl- 
vania Co., 35 cents; and Management the Simple Way, by 
Lawrence A. Appley, 15 cents. 

An attractive card listing the Ten Commandments of Good 
Organization is also offered by the association. Excellent 
for framing, this sheet is priced at 15 cents. 

These booklets are available from the association at 330 
West 42nd St., New York 18. 
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Pocket Protector 


Non-Inflammable 


Now That Spring is Here. 
You May Remove Your Vest. 
Ever-Clean Protectors 
Will Make Your Shirt Look 
Best. 


25e Retail 


Each Protector is mount- 
ed on 3-color slotted card. 


SHIPMENT FROM STOCK 


HURLEY SMITH 


56 Church St., Concord, N. H. 


Pat. Pend. 


isible Record 


Any Record Easy 


Sal ick 
sic gu, (soo ) SUR 45 
Credit Portable Cards 


Cost Saves Time Complete 
Use Cards only. Join together. File sheets 
of Cards on edge in correspondence folders 
—'/2 inch visible margin. Send order. 
500 Cards—one side Blank, one side Ruled. 
6x4 in. $3.45; 8x4 in. $4.40; 10x4 in. $5.30 
Use Visible Indexing, Color Signaling, Visible 
Tabulation of vital information. Ten years 
national use. Send no money. Satisfaction 


Guaranteed. Write for Catalog 
ROSS-GOULD CO. 
311 N. Tenth St. aysl. LOUIS 


NEATYPE 


TYPE & PLATEN ~ 
CLEANER 


Highest Quality. 

Large Bottle 

Fast Easy Seller 

Wonderful Reg 

Large Profit 

AND—Mr Dealer— ; 
NEATYPE is sealed in such 
a way that there is NO 
EVAPORATION IN STOCK. 


For Full Particulars and Samples, Write 


STARKEY PAPER & SUPPLY co. 


3800 AGNES AVE, KANSAS CITY 3, MO 


Sheets of Cards 


Handifax 


No More War-Weary Excuses for 
Snappy Rubber Bands! 


IMPROVED 
ARCO RUBBER BANDS 


are now available in all sizes 
and in any quantity. 


Packed in % Ib., and 1 Ib. attractive, convenient, self- 
locking boxes and 5 Ib. bags for bulk users. 


Write today for samples and 
lowest prices. 


ALLIANCE RUBBER (0. 


P. O Box 869T Alliance, O. 


HONOR ROLLS 


Featuring the individual 
changeable letter method or 
the embossed name strip 
style. Many designs to 
choose from. For large or 
small capacities. Send for 
illustrated folder giving all 
information. 


ACME 


HONOR ROLLS 


"New York 3. 
_ oe ws 
. : U.S. Pat. Off. 
=" soc ‘P| on 


The "SELECT BRAND" Emblem is 
your assurance of fine Quality Items... 


“— pee AND TABLET CORP. 


Stationers 


BROOKLYN 17, 
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DUPLICATING AND SYSTEMS WORK 
— GET CLEARER COPIES FASTER 
WITH THE 


REX-O- 


FLUID TYPE DUPLICATOR AND 
SPECIAL SUPPLIES 


Now you can replace outworn inefficient office 
duplicating equipment with the fast, easy-to-oper- 
ate and accurate REX-O-graph Fluid Type Dupli- 
cator. Used in combination with special REX-O- 
graph Supplies — Carbon Paper, Spirit Master 
Paper, Duplicator Fluids, Correction Pencils and 
plates, Backing sheets. You get clearer, more brill- 
iant copies of any duplicating work. REX-O- 
graph’s 100% Roller Moistener assures superior 
results without fuss or muss, 


Illustrated — REX-O-graph Model FM 
with Quick-Change Master Guide. 


There is a REX-O-graph dealer near you. He can promise 


fast delivery to take care of your needs now. See him, or 
write for his name. We'll send you illustrated literature. 


REX-O-9724, Inc. 


3739 N. PALMER ST., MILWAUKEE 12, WIS. 
Fluid Dupli 


s and Supplies for Superior Results 


INDEX TO ADVERTISERS 


A 
Acco Products, Inc. ....... . 57 
Ace Fastener Corp.......... 6 


Acme Bulletin & Directory 
Board 


Adirondack Chair Co........ 81 
Agency Paper Co........... 81 
ae SS 61 
Alliance Rubber Co.......... 83 
All-Steel Equip Co., Inc...... 13 
Amberg File & Index 

eee 2nd Cover 
American Carbon Paper Mfg. 

reer rere 23 
American Hair & Felt Co.. 64 
American Pencil Co. ....... 14 
American Writing Paper Corp. 79 
Anderson-Hickey Co. ....... 77 
Re eae 63 
Automatic Pencil Sharp- 

CF GO. ceses Th panetakts 68 

B 

Barkley & Co., C. L......... 62 
Bates Mfg. Co. ...... 3rd Cover 
Beach Publishing Co. ....... ¢ 
Blaisdell Pencil Co. ........ 75 
Boorum & Pease........... 28 
Brewster Mfg. Co........... 69 
Brown & Bro., Arthur...... pa 


Browne-Morse Co. ......... 
Burroughs Adding Machine Co. 57 
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Columbia Ribbon & Carbon 
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Copy Right Mfg. Corp....... 7 
ram Co., Inec., George F..... 75 
C-Thru Ruler Co............ 60 
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Dawn Mig. Corp.......:.... 65 


Delbridge Calculating Systems 73 


Eagle Pencil Co. ......... 19-20 
Eclipse Moulded Products Co. 16 
Flbe File & Binder Co., Ine. 75 


Engineering Mfg. Co......... 7s 

Eraser Co., Inc., The........ 76 

Eria Printing & Printing 
PUNE TD oc diced en.cces 81 


Eureka Specialty Printing Co. 70 
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Faber Pencil Co.. Eberhard... 9 
Feldco Looseleaf Corp....... 
Fawn Brands, Ltd........... 7 
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General Pencil Co........... 69 
Globe-Wernicke Co.. The.... 53 
Gunn Furniture Co.......... 21 
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Hanson Scale Co............; 72 
Harding Co.. Milo.......... 59 


Harriman-Welts Products Co...7 
Heyer Corp., The 


Hotchkiss Sales Co.......... 12 
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Imperial Methods Co........ 72 
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Karl Manufacturing Co...... 7 
Kee Lox Manufacturing Co... 5 
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Majestic Looseleaf Co 
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New England Woodworking 
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Stratford Pen Corp.......... 25 

Sturgis Posture Chair Co..... 74 
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MONEY-SAVING acaLerd 
THAT SPEED OFFICE WORK! 


BATES EYELETER FEEDS 

Inserts and crimps «yelets 
in one instantaneous avto- 
matic operation. 


1i$ NUMBERING MACHINE 
he acknowledged leader 
pughout the world for 


ethan half a century. — 


TES TELEPHONE INDEX : 
Spin the knob and follow 

red Eine. Finds 720. 
ames or numbers, . -astol 4 


TES STAPLER 

gkes ifs own staples. 
000 in one loading. 
ant jam or clog. 


TES PERFORATOR 
Easiest action, largest 
aste container. Compact. 
onomical. 


BATES FILE FASTENERS 
sy flat, bind tight. Ne 
tharp edges. Positive slide 
ks. Neat, efficient. 


TES LIST FINDERS 
mplest listing device 
er made. ideal for home 
r office use. 


TES MUNKEE STAMP PADS 
Versible, renewable 
Her. Clear, clean impres- 
. Long-ived. 


e‘re pretty much reconverted now, and every man and every machine in the Bates factory is 
yorking full time to catch up with the unprecedented demand for Bates products. We can’t get back 
lo normal all at once and there will still be some delays, but we can see that the corner has 
been turned. We can promise one thing that no effort for speed is going to, in any way, 
| compromise the Bates reputation for quality products. 


quality products 


The Bates Mfg. Co., Orange N.J. ¢ N.Y. Office, 30 Vesey St. 


Bates 
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To Secretaries, Underwood has long meant the very 
last word in typewriter performance and conve- 
nience of operation. 

This confidence started that day fifty years ago... 
when Underwood’s forward-minded founders hit 
upon the design that made the typewriter possible 
in its present form. 

It freed typists forever from struggling with the 
blind-writing handicap of its predecessors. 

Visible Writing let typists see the progress of their 
work for the first time . . . everything from “Dear 
Sir” to “Yours truly.” 

The speed and efficiency of this revolutionary ma- 
chine was regarded as one of the wonders of the day! 

Business clamored for Underwoods... and yearly 
production zoomed from 500 to hundreds of thou- 
sands. But, Underwood’s pioneers have never 
stopped improving. 

This spirit . . . enriched by their inventive genius 
and engineering talent . . . made Underwood the 


Half a Century of Service... 


..- TYPEWRITER LEADER OF THE WORLD 


“Typewriter Leader of the World”... — 
... won Underwood new laurels for its mass pre 
duction of carbines and other war essentials . . . 
... will again thrust Underwood ahead of all coma 
petition in the quality and quantity of its production 
Today’s Underwood . ... a masterpiece of type 
writer engineering . . . challenges all other machineg 
to match its brilliant, effortless performance. 
It has advantages that every secretary likes andy 
looks for in a typewriter . . . touch, speed and acy 
curacy .. . with a score of time and effort-savingy) 
features to brighten and lighten her day. 
It symbolizes the spirit of the entire Underwoodyy 
organization to serve . . . to help speed your day’ 
business . . . to remain “Faithfully yours.” 


UNDERWOOD 
CORPORATIO 


One Park Avenue 
New York, N. Y. 
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